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The purpose of this study was to investigate and describe the selection practices used by
manufacturing companies in Kentucky and whether the size of the organization and the
number of employees hired in 1999 affected the use of valid selection procedures and
compliance with EEO Guidelines. Surveys (300) were mailed to Human Resources
professionals with a response rate of 35.7%. The majority of participants reported using
three selection procedures: interviews, application blanks, and reference checks. The size
of the organization and the number of employee hired in 1999 were not found to be
related to the tendency to use a greater number of selection procedures and use valid
selection procedures as predicted. Company size and the number hired were found to
influence the organization's tendency to be in compliance with EEO Guidelines. Given
the tight labor market, it is likely the selection function will remain an important factor in
the applied sector for years to come.
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A Descriptive Study of the Selection Practices
Used by Kentucky Manufacturers
The selection of personnel in organizations involves prediction — that is, making a
choice among applicants based upon a judgment of their likely future job performance.
According to Cascio (1991) this prediction process is a two step operation. The first step
is the measurement of candidates, collecting job applicant information relevant to job
performance. This measurement process may utilize many different procedures such as
interviews, tests, application blanks, other biographical data instruments, or assessment
centers, which facilitate the collection of data about each candidate. The second step
involved in selection is prediction. After the data collection is completed, the
organization must then make a judgment about the candidates. This judgment ultimately
leads to the selection or rejection of a candidate (Wiggins, 1973). For an organization to
successfully select employees, it must first identify the characteristics important for
successful performance. Selection procedures maximize an organization's ability to
distinguish individuals with desired characteristics from individuals who do not possess
desired characteristics.
Two primary concerns when discussing successful selection procedures are as
follows: first, whether the selection procedure accurately and reliably accomplishes the
identification of candidates who will successfully perform the job and, second, whether
selection procedures identify potential employees in a manner that is fair and
nondiscriminatory to groups protected by the law. Following the Civil Rights Act of
1972, several guiding documents were published including the Principles for the
Validation and Use of Personnel Selection Procedures (1987), Standards for
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Educational and Psychological Testing (1985), and the Equal Employment Opportunity
Commission's 1978 Uniform Guidelines on Employee Selection Procedures. The
purpose of these publications was to guide organizations in the development and use of
employee selection procedures that are more likely to produce valid or successful
selection practices and thus meet the requirements of the law.
A number of years after these documents were published, researchers began to
study the selection procedures used by organizations to determine whether or not they
were following the recommendations suggested by the above named documents (Altink,
Roe, & Greuter, 1991; Bartram, Lindley, Marshall, & Foster, 1995; Blumenfeld,
Thurman, & Peterson, 1975; Deshpande & Golhar, 1994; Gill, 1980; Hammer, &
Kleiman, 1988; IRS Employment Review, 1997; Keenan, 1995; Loehr, Arellano, Levine,
Porter, & Posegate, 1973; McEvoy, 1983; Patrickson & Haydon, 1988; Robertson &
Makin, 1986; Rynes & Boudreau, 1986; Shackleton & Newell, 1991; Smith, 1991;
Taylor, Mills, & O'Driscoll, 1993; Wileman, 1988). These researchers discovered
organizations typically have not followed the suggestions and recommendations
published in the Principles for the Validation and Use of Personnel Selection, Standards
for Educational and Psychological Testing, and the Equal Employment Opportunity
Commission's 1978 Uniform Guidelines. This finding is also supported by the barrage of
lawsuits filed against organizations for unfair and discriminatory selection procedures.
Many organizations have lost these suits. For example, according to statistics provided
by the Equal Employment Opportunity Commission, the administrative office received
58,124 charges filed under Title VII in fiscal year 1998
(http://www.eeoc.gov/stats/vii.html). Of those, 6,982 found resolutions against the
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organization. Companies lost a total of $82.6 million as a result of such charges.
According to Rynes and Boudreau (1986), organizations were found not to use
professionally and scientifically recommended selection procedures.
The purpose of this thesis is threefold. First, the researcher intends to provide a
descriptive summary of how organizations select new employees based upon information
gathered from a representative sample of manufacturing companies in Kentucky.
Second, an attempt will be made to assess whether the selection procedures used by
organizations follow professional and research-oriented guidelines toward producing
valid selection practices. Finally, I will also investigate how well organizations
incorporate strategies in their selection procedures which facilitate compliance with the
Equal Employment Opportunity Commission's Guidelines (herein called EEO
Compliance) of those selection procedures in a court of law. The information generated
by this study provides a useful update on how well organizations are incorporating the
suggested guidelines issued by both scientific and professional experts as well as legal
experts.
The following literature review provides summary information about a chosen
group of selection procedures as well as research concerning important factors related to
valid and EEO compliant selection procedures. The targeted selection procedures were
those identified as most frequently used in a literature review assessing both the extent of
research conducted on each method and the extent each procedure is used by
organizations (Altink, Roe, & Greuter, 1991; Bartram, Lindley, Marshall, & Foster, 1995;
Blumenfeld, Thurman, & Peterson, 1975; Borman, W. C., Hanson, M. A., & Hedge, J.
W., 1997; Bray, D. W., & Moses, J. L., 1972; Bureau of National Affairs, 1988;
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Campbell, J. P., 1990; Deshpande & Golhar, 1994; Dunnette, M. D. & Borman, W. C.,
1979; Dunnette, M. D. & Hough, L. M., 1990; Fleishman, E. A., 1988; Gill, 1980; Guion,
R. M. & Gibson, W. M., 1988; Hammer, & Kleiman, 1988; IRS Employment Review,
1997; Keenan, 1995; Loehr, Arellano, Levine, Porter, & Posegate, 1973; McEvoy, 1983;
Patrickson & Haydon, 1988; Reilly, R. R. & Chao, G. T., 1982; Robertson & Makin,
1986; Rynes & Boudreau, 1986; Schmidt, F. L., Ones, D. S., & Hunter, J. E., 1992;
Shackleton & Newell, 1991; Smith, 1991; Taylor, Mills, & O'Driscoll, 1993; Wileman,
1988). A brief definition of each method will be provided, followed by information
regarding its use within the applied sector. The selection method information will be
followed by an investigation of factors that are important for producing a selection
method which is both valid and EEO compliant in a court of law. This information will
lay the foundation for the rationale behind the study, which will then be presented and
justified.
Personnel Selection in Organizations
There are four general selection procedures that are frequently utilized and/or
researched. These selection procedures are interviews, biographical data, assessment
centers, and testing procedures.
Interviews. The selection interview is a method that involves face-to-face
interaction between a candidate and a representative of an organization. Interviews serve
many functions including assessing job knowledge, assessing how well an individual will
match the organizational culture, communicating additional information about the
company, gathering additional information about the candidate, and assessing the
appearance, speaking ability, professionalism, and communication skills of a candidate
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(Dipboye, Smith, & Howell, 1994; Phillips & Dipboye, 1989). In a selection interview,
there are a number of characteristics that vary with its use from one organization to
another. Interviews may be structured with a predetermined set of questions which are
asked of each candidate. Unstructured interviews are more informal, as both the structure
and questions can vary from one candidate to another.
One prominent characteristic of the selection interview is the extent to which it is
used within organizations. Nine studies found at least 85% of organization surveyed used
selection interviews (Atlink, Roe, & Greuter, 1991; Bartram, Lindley, Marshall, &
Foster, 1995; Blumenfeld, Thurman, & Peterson, 1975; Gill, 1980; Keenan, 1995;
McEvoy, 1983; Robertson & Makin, 1986; Rynes & Boudreau, 1986; Shackleton &
Newell, 1991). Four of the nine studies found 100% of participating organizations
reported using interviews (Abrahamsen, 1990 as seen in Smith, 1991; Blumenfeld et al.,
1975; Loehr, Arellano, Levine, Porter, & Posegate, 1973; Taylor, Mills, & O'Driscoll,
1993). Therefore, evidence clearly indicates the use of the selection interview is quite
prevalent.
Biographic information. Another selection procedure utilized by organizations to
determine a candidate's qualifications is biographic information (Cascio, 1991). There
are several common methods of gathering biodata. Application blanks are one of the
most commonly used methods. Surveys found over 90% of organization utilize
application blanks (Blumenthal et al., 1975; Keenan, 1995; Shackleton & Newell, 1991).
This method of biographical data collection utilizes a format that requests individuals to
write down responses to questions regarding their personal history. Common types of
information requested are name, how the organization can contact the candidate, social
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security number, whether the candidate is of a legal working age, whether the candidate
can legally work in the United States, the educational background and work experience of
the candidate.
A version of the application blank which provides a more formalized or structured
assessment of biographical data is the weighted application blank. This method is very
similar to the application blank except that responses are scored according to previously
validated desired worker characteristics (Bartram, Lindley, Marshall, & Foster, 1995;
Blumenthall et al., 1975; Keenan, 1995; McEvoy, 1983; Robertson & Makin, 1986;
Shackleton & Newell, 1991). This selection procedure has been found to be used more
frequently by British and French companies than by those in the United States, 19.1%,
38%, and 5.8%, respectively (Shackleton & Newell, 1991).
The reference check is an additional tool used by organizations to gather
candidate biographical data for selection purposes (Reilly & Chao, 1982). With this
procedure, each candidate provides the names of individuals who have knowledge about
the candidate. These references are contacted to either generate additional information
about the candidate or to verify information previously provided by the candidate or both
(Lilienthal, 1980). Four survey studies found this procedure to be frequently used by
organizations. Bartram et al. (1995) found 52.5% of organizations used this procedure.
Robertson and Makin (1986) found a much greater portion of organizations used
reference checks, 96.3%. While Keenan (1995) and Smith (1991) both reported
reference checks were one of the three most frequently used selection procedures.
Assessment Centers. A selection procedure found more often in research studies
than in American organizational settings is the assessment center. This method utilizes
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standardized evaluations of applicant behavior based upon a variety of exercises (Task
Force on Assessment Center Guidelines, 1988). Assessment centers use assessors to
observe and evaluate the performance of candidates on a number of exercises. This
process enables the candidates to demonstrate abilities in various simulated activities.
Candidates are often evaluated on their performance in relation to job-related dimensions
such as interpersonal or leadership skills. Robertson and Makin (1986) found 24.4% of
American companies made use of assessment centers. Shackleton and Newell (1991)
found 18.8% of French companies and 58.9% of British companies used assessment
centers. However, both Atlink et al. (1991) and Taylor et al. (1993) found only one of
the organizations participating in each study reported using assessment centers. One
characteristic that was found to influence an organization's use of assessment centers was
the size of company (Robertson & Makin, 1986; Shackleton & Newell, 1991). Larger
organizations were found to be much more likely to use this method.
Selection Tests. Many organizations have incorporated the use of testing in their
employee selection procedures. Typically, there are three general types of tests used for
organizational selection: personality, cognitive, and integrity tests. Personality tests
measure dispositions believed to be related to successful performance on the job
(Dipboye, Smith, & Howell, 1994). A revival of interest in the investigation of
personality has occurred within the last few years (Schmidt, Ones, & Hunter, 1992).
Meta-analyses conducted by Hogan, Hogan, and Roberts (1996) and Tett, Jackson, and
Rothstein (1991) indicated impressive evidence for the validity of personality tests.
However, a number of studies reported negligible use of personality testing in
organizations (Atlink, Roe, & Greuter, 1991; Bartram, Lindley, Marshall, & Foster, 1995;
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Blumenfeld, Thurman, & Peterson, 1975; Roberton & Makin, 1986; Shackleton &
Newell, 1991). Bartram et al. found low absolute frequencies for the use of personality
information in their selection decisions. Robertson and Makin found over half of their
respondents never used personality assessments of their candidates. Blumenthal et al.
reported 13% of organizations used personality testing when selecting candidates. A
number of factors were found to relate to the use of personality tests. One factor was the
level of jobs (Atlink et al., 1991); personality tests were used for selection for higher
levels of jobs. In addition, personality tests were used most often for positions involving
sales and marketing positions (Bartram et al., 1995; Gill, 1980). Finally, the amount of
selection conducted by an organization was also related to the use of personality testing:
the more candidates selected, the greater the extent this selection method was used
(Robertson & Makin, 1986; Shackleton & Newell, 1991).
The assessment of a candidate's cognitive ability is another selection tool utilized
by organizations. Cognitive tests may include aptitude tests, cognitive ability tests,
achievement tests, mental ability tests, as well as other tests of specific cognitive abilities.
Cognitive tests are used by organizations to place candidates into positions appropriate
for their level of intelligence or to determine whether candidates satisfy the cognitive
demands required for a particular job (Dipboye, Smith, & Howell, 1994). These tests
measure either general intelligence or more domain-specific intelligence. Cognitive
testing was found to be used rather infrequently. Bluementhal, Thurman, and Petersen
(1975) reported 27% of surveyed organizations used aptitude tests, 23% used
achievement tests, and 20% used mental ability tests. Shackleton and Newell (1991)
found a greater extent of British and French companies utilized cognitive tests, 69.9%,
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48.9%, respectively. Bartram, Lindley, Marshall, and Foster (1995) found 15.3% of
organizations in their study used both ability and aptitude tests. Taylor, Mills, and
O'Driscoll (1993) reported 27% of surveyed organizations uses ability and aptitude tests.
Smith (1991) found the use of cognitive testing was related to the level of the job; tests
were more frequently used for applicants of higher level jobs.
An additional testing procedure, the integrity test, concerns ethical beliefs and
behavior of candidates. The integrity test is used to predict the likelihood a candidate
will commit counterproductive behavior against the company. Startling figures
discovered by Hefter (1986) and Hollinger and Clark (1983) indicated that among
surveys of thousands of employees, one-third might steal at work. There are two major
types of integrity tests, overt and personality based (Jones & Terris, 1989). Overt
integrity tests assess both the candidate's beliefs and attitudes about theft and other
criminal type of behavior and also investigate the candidate's description of his/her own
counterproductive behavior of admitted criminal activity. The disguised purpose test is
closely linked to the personality test and tends to be broader in focus. Out of the
seventeen selection surveys reviewed for this study, none included integrity testing as a
selection method (Altink, Roe, & Greuter, 1991; Bartram, Lindley, Marshall, & Foster,
1995; Blumenfeld, Thurman, & Peterson, 1975; Deshpande & Golhar, 1994; Gill, 1980;
Hammer, &Kleiman, 1988; IRS Employment Review, 1997; Keenan, 1995; Loehr,
Arellano, Levine, Porter, & Posegate, 1973; McEvoy, 1983; Patrickson & Haydon, 1988;
Robertson & Makin, 1986; Rynes & Boudreau, 1986; Shackleton & Newell, 1991; Smith,
1991; Taylor, Mills, & O'Driscoll, 1993; Wileman, 1988). However, a large number of
studies have been conducted on integrity tests and the use of information generated from
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integrity tests for employee selection. Therefore, this method will be included in the
present survey.
Selection Factors Related to Validity
There are a number of factors related to the validity of selection procedures. This
section will summarize the following factors: job analysis, candidate assessment, and
training.
Job Analysis. Job analysis is undoubtedly the single most important procedure an
organization can utilize to produce a valid selection method. The purpose of job analysis,
according to the Principles for the Validation and Use of Personnel Selection Procedures
(1987), is to gather information to understand the job tasks performed as well as the
environment in which those tasks are performed. In addition, job analysis identifies
worker specifications or the level of knowledge, skills, and abilities required to perform
job duties. No matter which selection procedure(s) is used, the role of job analysis is to
provide a link between the selection method and the job (Principles for the Validation and
Use of Personnel Selection Procedures, 1987; Standards for Educational and
Psychological Testing, 1985). Relative to validation, job analysis identifies the core
factors related to job performance to ensure the selection procedure evaluates
characteristics related to performance, reducing the amount of unrelated variance.
Information generated by a job analysis should include a number of different jobrelated factors such as the tasks performed by a job, the resources or tools used in
performance of the job, the environment in which a job is performed, and any unusual or
extreme conditions which may be found in the job setting (Cacsio, 1991; Principles for
the Validation and Use of Personnel Selection Procedures, 1987). This information is
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generated by job experts or sources most familiar with the job, such as incumbents,
supervisors, and other individuals possessing credible knowledge of the job. Typically, a
job analysis should generate job-related information that is critical to job performance as
well as tasks completed with a high level of frequency (Cascio, 1991; Principles for the
Validation and Use of Personnel Selection Procedures, 1987; Standards for Educational
and Psychological Testing, 1985). Job-related information is identified and can then be
incorporated into selection procedures, increasing the likelihood candidates will be
evaluated on factors related to the job. If such information is not gathered and utilized in
selection procedures, information unrelated to the job may influence the final selection of
candidates. This unrelated information will subsequently have a negative impact upon
the validity of the selection procedure.
An additional factor related to valid selection procedures is the level of candidate
knowledge and experience. As suggested by Cascio (1991) and the Principles for the
Validation and Use of Personnel Selection Procedures (1987), selection procedures
should not evaluate candidates on knowledge, skills, or abilities that can be readily
obtained through on-the-job training. Therefore, the level of tasks identified by a job
analysis must also be considered. A final factor related to job analysis and validity is the
level of specificity of the gathered information. Generally, the more specific the job
information gathered, the less that information can be applied to different jobs with
similar contexts (Principles for the Validation and Use of Personnel Selection, 1987).
When utilizing the same selection procedure, organizations often apply validation data
gathered in other contexts to their organization, a procedure known as validity
generalization. According to the Principles for the Validation and Use of Personnel
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Selection (1987), an organization's ability to utilize validities generated in other contexts
is contingent upon meeting two conditions: first, the selection procedure measures similar
knowledge, skills, and abilities or constructs; second, the tasks performed between the
jobs in each setting are similar. Therefore, smaller organizations who may be unable to
conduct validity studies because they lack the numbers necessary to produce a useful
validity coefficient may be able to justify the use of their selection procedures based upon
previously conducted empirical validation studies.
Candidate Assessment. After an applicant has completed selection procedures, a
judgment is made regarding the performance of the candidate on those selection
procedures as well as the ultimate selection of a candidate for the job. This part of the
selection process is an important one because it concerns how the selection procedures
are related to the final selection decision. Therefore, when considering the potential
validity of a procedure, the scoring of candidates on that selection procedure plays an
important role in the ability to make inferences based upon the candidate's performance.
When considering validity in the context of selection procedures, a factor that
hinders one's ability to make inferences based upon a selection procedure is unwanted
systematic variance (Principles for the Validation and Use of Personnel Selection, 1987;
Standards for Educational and Psychological Testing, 1985). This contamination
prevents the determination of whether a candidate's performance on a selection
procedure is due to the candidate's ability or to other unrelated factors such as differences
in instructions provided to the candidates, differences in the selection setting and other
selection characteristics. Such circumstances result in much lower validity coefficients
(Campion, Palmer, & Campion, 1997; Dipboye & Gaugler, 1993; Huffcutt & Arthur,
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1994; McDaniel, Whetzel, Schmidt, & Mauer, 1994; Otis, 1994; Wiesner & Cronshaw,
1988; Wright, Lichtenfels, & Pursell, 1989). Structure is a key factor in controlling
unwanted systematic variance. Objective procedures are ones that are applied
consistently across selection contexts, candidates, and assessors. Cascio (1991)
suggested including a procedure manual that clearly specifies the selection procedures.
Such a manual should also include why the use of such standardized procedures are
necessary. Examples of items that should be considered for the production of
standardized procedures are time limits, oral instruction, practice problems, and answer
sheets. Each of these should be described in detail and carried out consistently in each
selection context. The objective is to control the selection procedure itself so that the
only determinant of variation in performance among candidates is ability (Principles for
the Validation and Use of Personnel Selection, 1987). Otis (1944) first established that
standardization could facilitate the comparison of candidates and, as a result, improve
validity. A meta-analytic study found standardization to be a primary influence upon
both reliability and validity (Conway, Jako, & Goodman, 1995). In addition to the use of
objective procedures, periodic audits should assess whether any deviations of established
selection procedures have occurred and become standard practice over time (Principles
for the Validation and Use of Personnel Selection, 1987; Standards for Educational and
Psychological Testing, 1985).
An example of the use of formal selection procedures is described in a study
conducted by Latham, Saari, Pursell, and Campion (1980), who focused upon utilizing a
scoring process with the selection interview. With this method, each question asked of
each candidate is judged by comparing the response with examples of good, average, and
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marginal responses. Other assessments could include the use of a rating scale when
assessing candidates. This procedure is the one suggested by a task force, which gathered
and published guidelines on how to conduct assessment centers (Task Force on
Assessment Center Guidelines, 1989). The task force suggested users of assessment
centers should develop a means to categorize candidate behavior on factors that were
considered important to the job. Whether the scale is constructed to evaluate separate
dimensions of performance or an overall performance rating, the evaluation can have an
impact upon the validity of the selection procedures (Campion, Palmer, & Campion,
1997). Campion et al. found the more structured the evaluation of each candidate, the
greater test-retest and inter-rater reliability, as well as the reduction of contamination of
the information evaluated. While Campion et al. were referring to the evaluation of
interviews, this principle could apply to all selection procedures.
When using selection instruments, consideration should be given to their scoring.
Scoring procedures should be such that each assessor completes the scoring in the same
manner for each candidate (Principles for the Validation and Use of Personnel Selection,
1987). In addition, scoring mechanisms should be checked for accuracy. Finally, the
combination of evaluation information should be clearly established and consistently
followed to ensure selection procedures achieve greater validity.
Training. An additional factor that can influence the validity of a selection
procedure is training. Both the Principles for the Validation and Use of Personnel
Selection (1987) and Standards for Educational and Psychological Testing (1985)
recommend only individuals with the appropriate qualifications, training, and experience
are given the responsibility for the selection of individuals within an organization.
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Qualifications necessary for the administration, scoring, or interpreting scores on
selection procedures should be clearly stated and followed. In addition, training should
be provided for those who participate in selection procedures (Principles for the
Validation and Use of Personnel Selection, 1987). Whether this is through training
sessions or instructions, all participants should be clear on exactly what to do when
administering, scoring, and interpreting test scores. This training should also be
conducted periodically for individuals new to the procedure or to re-emphasize the
procedures to more experienced participants. Training has been found to directly
influence the validity of a selection procedure (Doughery, Ebert, & Callender, 1986).
Doughery et al. discovered that by training interviewers to focus on job relatedness and
objective scoring procedures, the organization experienced greater success with
interviews as a selection tool.
EEO Compliance
An additional concern of organizations is the ability to remain compliant with the
guidelines developed by the Equal Employment Opportunity Commission towards the
selection of employees. This compliance is the primary gauge by which organizations
are evaluated in a court of law when selection procedures are challenged. Researchers
and governmental agencies have provided guidelines for employers on how selection
practices can be developed, implemented, and utilized (American Psychological
Association, 1985; Arvey & Faley, 1988; Bureau of National Affairs, 1988; Dunnette &
Hough, 1990; Equal Employment Opportunity Commission, 1978; Fleischman, 1988;
Society for Industrial-Organizational Psychology, American Psychological Association,
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1987). This review will summarize the following topics related to EEO compliance,
including record keeping, selection procedures, and candidate qualifications.
The ability of an organization to successfully become EEO compliant is
influenced by a number of factors, one of which is documentation or record keeping.
When a selection procedure is challenged often it is because that procedure is alleged to
have adverse impact upon a particular group of applicants (Arvey & Faley, 1988).
Adverse impact exists when the selection rate of a minority group is less than 80%, or
four-fifths, of the group with the highest selection rate. The Equal Employment
Opportunity Commission discussed the significance of maintaining records of adverse
impact in its Uniform Guidelines on Employee Selection Procedures (1978).
Specifically, it states that an organization should maintain and make available
information on adverse impact for all jobs for which selection procedures are utilized.
The Guidelines offer suggestions for organizations on how to maintain this data. This
information can be used both as a preventative tool and as a means of defense. Small
organizations, or organizations that select few new employees are often unable to
maintain accurate statistical data to describe the selection process. The Guidelines
recommend small organizations maintain information over a period of time, such as the
number of persons hired, promoted, and terminated for each job by sex and where
appropriate race and national origin. In addition, smaller organizations can also
document the number of applicants for hire by sex, race, and national origin, where
appropriate. Small organizations should also provide information on the selection
procedure themselves, specifically, whether they are standardized or more informal.
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As mentioned, organizations are only recommended to maintain selection
information by race and national origin "where appropriate." According to the Equal
Employment Opportunity Commission's Uniform Guidelines (1978), it is appropriate to
maintain information on race and national group when either constitutes more than 2% of
the labor force in the relevant labor market. Therefore, it is also useful for organizations
to be knowledgeable about the demographic make-up of the labor market from which
they accept applicants for each position. Generally speaking, the higher the level of the
job, the more candidates are selected from a larger labor market, and vice versa. The
Guidelines suggest organizations maintain and update this information on at least an
annual basis to remain current.
Once information on adverse impact has been established, the Guidelines
recommend further action may be warranted depending upon the results. If the adverse
impact analysis concludes that a minority group has a selection rate less than 80% of the
non-minority group, an organization should maintain and have available information
illustrating which components of the total selection process have adverse impact. If
adverse impact does not exist, such data need not be kept. The exception exists in
instances where candidates must successfully complete multiple hurdles in order to
proceed through the entire selection process. In this situation, adverse impact data must
be maintained for each hurdle if a particular selection procedure has a major impact upon
the final selection decision. The Guidelines suggest data should be maintained for each
procedure regardless of whether adverse impact has or has not been established. Often
organizations utilize informal selection procedures. If adverse impact is identified, the
Guidelines specify the adverse impact either must be eliminated or a more standardized
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selection procedure should be utilized and then validated. If a formal selection procedure
is found to have adverse impact, the organization has one of three options: eliminate
adverse impact, conduct a validation study, or otherwise justify the continued use of the
procedure. If validity studies have been previously conducted or an organization is
basing its use of a selection procedure on other validity studies, information must be
maintained and made available about these studies. Especially when an organization is
utilizing another validity study (i.e., validity generalization), documentation should
include a description of the study, documentation of the similarity of job behaviors in the
original study to those within the organization, and documentation that the procedures are
being utilized in a similar manner.
Many of the court cases involving selection procedures are based upon the fact
that a particular group or individual felt they were unfairly discriminated against by an
organization (Arvey & Faley, 1988). Legally, discrimination is said to occur when the
probability of a minority group being hired is less than the probability of hiring a
majority group member even though the chance of performing the job as well as the nonminority group is the same. Both the federal government and state legislation have
passed laws and statutes that require all individuals be given an equal opportunity for
employment. There are two ways plaintiffs or complaining parties can prove
discrimination: disparate impact and disparate treatment. Disparate impact asserts that
while a selection procedure may appear to be neutral, it in fact has an adverse impact
upon a minority group. The use of statistics is often incorporated as a means of proving
disparate impact. Arvey and Faley present four different statistical computations often
seen in legal cases. Flow Analysis Statistics compares the success rate of both minority
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and non-minority applicants. This figure is computed by dividing the total number of
minority applicants by the number of successful minority applicants. This figure is
compared to the total number of non-minority applicants divided by the number of
successful non-minority applicants. With this comparison, disparate impact is proven if
the selection rate of the minority group is less than 80% of the non-minority group.
Occasionally it is the required or minimum qualifications that are challenged.
Plaintiffs or complaining parties focus attention upon the fairness of the job qualifications
required by organizations. These figures are computed by dividing the total number of
minorities in the relevant labor market by the number of minorities in the relevant labor
market with qualifications. This number is compared to the total number of nonminorities in the relevant labor market divided by the number of non-minorities in the
relevant labor market with qualifications.
Stock Analysis, the third type of statistic, investigates the demographic make-up
of an organization as compared to the demographic make-up of the relevant geographic
area. This analysis is computed by dividing the total number of employees by the
number of minorities employed in the organization. This number is compared to the total
number of people in the relevant geographic area divided by the number of minorities in
the relevant geographic area. Finally, the fourth type of statistic utilized to investigate
disparate impact in an organization is the concentration statistic. This analysis looks at
how well dispersed minorities are within all levels of the organization ranging from
executives to the lower level jobs.
The second type of discrimination in selection procedures is disparate treatment
(Arvey & Faley, 1988). This claim asserts that an individual or individuals was/were
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intentionally treated less-favorably than a similarly situated individual from a nonminority group. An example of disparate treatment would include a company policy or
statements made which indicate the organization will not hire members from a particular
minority. This assertion is much more difficult to prove and carries a much larger
penalty for organizations that are found guilty of this practice. The Supreme Court
established a sequence of steps plaintiffs could use to establish a prima facie case
(McDonnell Douglas Corp. v Green, 1973). First, plaintiffs must prove they are
members of a protected class. Second, the plaintiff must establish he/she was qualified
and applied for a position in an organization that was seeking applicants. The third factor
is that regardless of the plaintiffs qualifications, he/she was not hired. Finally, the
plaintiff must prove the company continued to seek applicants of similar qualifications as
the plaintiff after the plaintiff was denied employment. If a plaintiff is able to prove these
four steps, the burden of proof shifts to the organization who must then demonstrate
either the validity of the selection procedure(s), that it is a business necessity to use the
selection procedure, or that no other alternative procedure exists. Quite often, business
necessity is proposed through the use of utility analysis. This analysis defines the value
of a selection procedure by how well it improves the success of candidates hired beyond
the improvements that would have occurred had the selection procedure not be used
(Blum & Naylor, 1968)
The EEO Compliance of Selection Procedures. Organizations may be able to
proactively improve their ability to be in compliance with EEO Guidelines for certain
selection procedures such as selection tests, interviews, education levels, experience
levels, or physical requirements (Arvey & Faley, 1988). This section will present a
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summary of issues raised through court cases that can be utilized by companies to protect
themselves from legal challenges. Selection tests are often subjected to lawsuits because
of their adverse impact against a particular protected group, African Americans. If a test
has adverse impact against any protected minority group, it may be charged as
discriminatory unless an employer is able to specify one of three defenses. First, the test
is valid and has a high degree of utility or value to the organization. Second, alternative,
suitable selection procedures are unavailable. Third, the selection practice is related to
the performance of the job. For example, in Griggs v Duke Power Company (1971), the
organization required a high school education to be employed. Further analysis revealed
this requirement was not related to successful performance of the job. Thus, this
requirement which is resulted in adverse impact was found by the courts to be
discriminatory.
As previously discussed, the interview is the most frequently utilized selection
procedure. Arvey and Faley (1988) suggest four ways to improve an organization's
ability to defend the employment interview. When developing the interview, attention
should be focused upon reducing interviewer stereotypes and prejudices from influencing
the decision making process. It is recommended to identify and eliminate interview
questions that could result in disparate impact for minorities. Arvey and Faley also
suggested employers examine each question to identify whether it assesses candidates on
job-related qualifications. Another suggestion was to provide training to interviewers on
which types of interview questions are more likely to be biased against protected groups.
Companies should provide interviewers with detailed information about the job and its
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job-related qualifications. This information helps the interviewer stay focused upon
factors important for the job and not on factors irrelevant to job performance.
Candidate Qualifications. Organizations that require a particular level of
education to be considered for employment also may run the risk of having to defend this
qualification. Based upon the Griggs v Duke Power Company (1971) case, it is known
that education requirements typically have an adverse impact upon minorities. After a
thorough review of court cases, Merrit, Haston, and Wexley (1983) found this
qualification was more likely to be EEO compliant when the position required a
relatively high level of education, the position was highly technical, involving risk of
safety to the public, or an organization presented an assertion of validity or provided
some other evidence such as an effective affirmative action program.
Often, organizations require a particular level of experience prior to being
selected for a position (Arvey & Faley, 1988). This requirement can also be subject to
legal questioning if the experience has adverse impact on a protected minority group. If
adverse impact has been established, courts look to whether the requirement is a business
necessity. Much like education requirements, if the position involves potential harm
toward the public, such as a pilot of an airplane, deference will be given to the
requirement. However, if the courts view the requirements as arbitrary, such defenses
tend to fail in courts of law. Furthermore, experiential requirements will not be upheld if
the job can be performed with relatively short on-the-job training, candidates could have
obtained similar knowledge, skills, and abilities through other types of experience, or if
the requirements are not consistently applied for all candidates.
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Positions such as police officer or fire fighter generally have physical
requirements, which are necessary to successfully perform the job in all types of
conditions. Typically, such physical requirements exclude greater proportions of
minorities (Dothard v. Rawlinson, 1977). A review of court cases found when exclusion
was the issue, courts looked whether the requirements were job-related. The evidence
presented includes whether a job analysis was conducted and issues such as whether the
physical requirements are directly related to the performance of the job. For example, if
the equipment worn by a fire fighter while fighting a fire weighs approximately 50 to 60
pounds, it would be logical if a selection procedure tested the physical ability of an
applicant to carry such equipment while participating in a simulated fire.
Previous studies that surveyed the selection procedures used by organizations
reported a tendency toward the use of informal selection procedures (Altink, Roe, &
Greuter, 1991; Bartram, Lindley, Marshall, & Foster, 1995; Blumenfeld, Thurman, &
Peterson, 1975; Deshpande & Golhar, 1994; Gill, 1980; Hammer & Kleiman, 1988; IRS
Employment Review, 1997; Keenan, 1995; Loehr, Arellano, Levine, Porter, & Posegate,
1973; McEvoy, 1983; Patrickson & Haydon, 1988; Robertson & Makin, 1986; Rynes &
Boudreau, 1986; Shackleton & Newell, 1991; Smith, 1991; Taylor, Mills, & O'Driscoll,
1993; Wileman, 1988). The use of subjective selection measures does not automatically
mean courts will rule such procedures discriminatory (Rogers v International Paper
Company, 1975). However, the use of such procedures, as was discussed in Stallings v
Container Corporation (1977) and EEOC v Detroit Edison (1975), may encourage
discriminatory practices by allowing bias to enter into selection decisions. If it is proven
that discriminatory practices influence selection processes, it is imperative the selection
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procedure be objective (EEOC Decision No. 72-0703, 1971). The key issue is the
establishment of adverse impact. In addition, if certain qualifications or requirements in
subjective selection procedures are a bona fide occupational qualification or are jobrelated, the selection process is more likely to sustain legal scrutiny.
Conclusion
In today's world, organizations are faced with many challenges related to the
selection of personnel. Within the last few years, the United States has experienced a
steadily growing economy coupled with low unemployment. The trend has found a
reduction in the number of management and middle-management positions in an effort to
streamline productivity and cut down on unnecessary costs. However, with the growing
economy, manufacturing companies have expanded, primarily in the entry-level or lower
level positions. As unemployment rates fall, organizations are faced with the problem of
finding skilled applicants. With low unemployment rates, an additional problem is high
levels of employee turnover. In a survey study conducted by the Society for Human
Resource Management, results found an increase in the level of concern about voluntary
resignations between 1997 and 2000 (Society for Human Resource Management, 2000).
Skilled employees are able to move from organization to organization, capitalizing upon
higher wages and/or increased benefits. Today's manufacturing companies must have
selection procedures that meet a number of demands. They must be efficient in meeting
the staffing levels caused by high turnover and must be able to accurately identify
candidates who may or may not be qualified for the position. Finally, selection
procedures must be able to meet these demands while avoiding legal challenges of
discrimination.

There are two key factors related to these issues with personnel selection. The
first is to produce a selection procedure that is valid so that an organization is able to
accurately make selection decisions based upon a candidate's performance. Second,
selection procedures must be constructed and administered in such a way as to be EEO
compliant in a court of law were such a challenge to arise. This assessment will be
accomplished through the use of a survey and will provide a descriptive summary of the
selection procedures used.
Hypotheses
The overall objective of this study is to describe the selection process used by
organizations in Kentucky based upon a self-report survey sent to Human Resources
professionals. The survey is focused upon three main topics: first, descriptions of what
selection procedures are used; second, a summary of whether organizations incorporate
procedures into their selection program that based upon professional guidelines are likely
to increase validity (Principles for the Validation and Use of Personnel Selection
Procedures, 1987; Standards for Educational and Psychological Testing, 1985); finally, a
description of whether organizations include within their selection procedures and
policies factors that are found to influence the ability of an organization to become EEO
compliant if it's selection procedures are challenged in a court of law.
Based upon these three main goals, a number of hypotheses are proposed. All of
these hypotheses are based upon factors found to be related to the use of selection
procedures in previous studies (Bartram, Lindley, Marshall, & Foster, 1995; Keenan,
1995; Loehr, Arellano, Levine, Porter, & Posegate, 1973; McEvoy, 1983;
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Robertson & Makin, 1986; Shackleton & Newell, 1991; Smith, 1991). The hypotheses
are broken down by the three main topics assessed by the survey.
The first purpose of the thesis is to provide a general description of the selection
procedures used by organizations in Kentucky.
Hypothesis 1: The larger the organization, as indicated by the number of
employees, the more diverse the selection procedures will be utilized by the
organization.
The number of employees has been found to be influential in the selection procedures
used by organizations (Bartram, Lindley, Marshall, & Foster, 1995; Keenan, 1995; Loehr
et al., 1973; Robertson & Makin, 1986; Shackleton & Newell, 1991; Smith, 1991).
Hypothesis 2: The more employees hired by an organization, the more diverse the
selection procedures utilized by an organization.
A number of researchers found the number of employees hired by an organization
affected the manner in which selection procedures were utilized (Altink, Roe, & Greuter,
1991; Bartram, Lindley, Marshall, & Foster, 1995; Blumenfeld, Thurman, & Peterson,
1975; Deshpande & Golhar, 1994; Gill, 1980; Hammer, & Kleiman, 1988; IRS
Employment Review, 1997; Keenan, 1995; Loehr, Arellano, Levine, Porter, & Posegate,
1973; McEvoy, 1983; Patrickson & Haydon, 1988; Robertson & Makin, 1986; Rynes &
Boudreau, 1986; Shackleton & Newell, 1991; Smith, 1991; Taylor, Mills, & O'Driscoll,
1993; Wileman, 1988).
Related to the second purpose of this study, a number of hypotheses are proposed
concerning the use of procedures which increase the validity of selection methods. The
third hypothesis relates to the influence of the size of the organization on selection

(Bartram, Lindley, Marshall, & Foster, 1995; Keenan, 1995; Loehr et al., 1973;
Robertson & Makin, 1986; Shackleton & Newell, 1991; Smith, 1991).
Hypothesis 3: Larger organizations will have a greater likelihood of incorporating
into their selection procedures practices which increase the tendency of producing
more valid hiring decisions.
The greater the number of employees hired by an organization will also affect the use of
valid selection procedures (Robertson & Makin, 1986).
Hypothesis 4: The more employees hired, the more likely the organization will
utilize valid selection procedures (Robertson & Makin, 1986).
The third purpose of the study is to assess whether organizations utilize selection
methods which incorporate procedures which allow them to be more easily defended in a
court of law.
Hypothesis 5: The greater the number of employees or larger the organization, the
more likely that organization is to utilize EEO compliant selection procedures
(Bartram, Lindley, Marshall, & Foster, 1995; Keenan, 1995; Loehr et al., 1973;
Robertson & Makin, 1986; Shackleton & Newell, 1991; Smith, 1991).
Hypothesis 6: The greater the number of employees hired by an organization will
also positively relate to the use of EEO Compliant selection procedure (Robertson
& Makin, 1986).

Method
Participants
Participants included the Human Resources, Personnel Director or equivalent
thereof, from a randomly selected sample of the Chamber of Commerce Directory of
Industries from thirteen different cities and/or counties in central and western Kentucky.
Instructions requested participants include the individual supervising the selection of new
employees for each participating company.
Procedure
A survey was constructed for this study. The survey was mailed to participants
along with a letter explaining the purpose of the study (see Appendix A for the survey
and Appendix B for the cover letter). Participants were asked to complete the survey and
mail their responses to the author using a self-addressed stamped envelope. Participants
were assured that their responses would remain confidential and, if interested, a summary
of the results would be mailed to them.
The Survey Instrument
A number of sources were consulted, to construct the survey. A review of the
literature related to selection procedures such as interviews, biographical information,
assessment centers, and testing procedures was conducted. In addition, past survey
studies assessing selection procedures were also reviewed (Altink, Roe, & Greuter, 1991;
Bartram, Lindley, Marshall, & Foster, 1995; Blumenfeld, Thurman, & Peterson, 1975;
Deshpande & Golhar, 1994; Gill, 1980; Hammer & Kleiman, 1988; IRS Employment
Review, 1997; Keenan, 1995; Loehr, Arellano, Levine, Porter, & Posegate, 1973;
McEvoy, 1983; Patrickson & Haydon, 1988; Robertson & Makin, 1986; Rynes &
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Boudreau, 1986; Shackleton & Newell, 1991; Smith, 1991; Taylor, Mills, & O'Driscoll,
1993; Wileman, 1988). Finally, Human Resources professionals reviewed the contents of
the survey (see Appendix C for the letter sent to two Human Resource professionals).
Each survey is divided into four sections. The first section gathers demographic
information from each participant. This information includes the number of employees at
the facility. The number of employees has previously been shown to be a factor
determining the use of selection procedures and the manner in which selection procedures
are used (Bartram, Lindley, Marshall, & Foster, 1995; Keenan, 1995; Loehr et al., 1973;
Robertson & Makin, 1986; Shackleton & Newell, 1991; Smith, 1991). In addition, the
job title of the participants was also requested. The average number of employees hired
in 1999 was assessed, as this figure appeared to provide input on the selection process in
a study conducted by Robertson and Makin (1986). The demographic portion of the
survey inquired about the turnover rate for 1999; whether participant's knowledge of both
employment law and validation principles were considered when the participant was
hired for their current position; the last time the participant obtained training on
employment law and validation principles in relation to selection; and the overall
satisfaction of the participant with the organization's ability to hire new employees.
The second section of the survey assessed the type of selection procedures used
by the organization to hire new employees. Participants were asked to indicate which of
the following procedures their organization utilizes: interviews; application blanks;
weighted application blanks; reference checks; assessment centers; personality tests;
cognitive; intelligence; or aptitude tests; and integrity tests.
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The third section of the survey investigated the organizations' potential to defend
their selection procedures in a court of law by asking participants to indicate the extent to
which their selection procedures are compliant with EEO Guidelines. Participants were
asked to respond to all questions because these questions relate to whatever selection
practices are used by the organization. The focus of this section was on the recordkeeping and documentation practices of organizations, particularly in relation to adverse
impact, procedures for the reduction of bias and stereotypes and their influence on
selection, and other factors which facilitate an organization's ability to defend it's
selection practices (Uniform Guidelines on Employee Selection Procedures, 1978). In
addition, participants were also asked three questions in relation to their use of
Affirmative Action Plans.
The fourth and final section of the survey inquired about the selection procedures
in relation to their consideration for validity (Principles for the Validation and Use of
Personnel Selection Procedures, 1987; Standards for Educational and Psychological
Testing, 1985). Three major areas were investigated relating to validity: the use of jobrelated information within the selection procedure, the procedures used to assess
candidate's performance on the selection procedures, and the training provided to
employees from the organization that participate in the selection process. Participants
were asked more specific questions relating to the selection procedures they utilize.
Participants were asked not to respond to questions pertaining to selection procedures not
used within their organization.

Results
Demographics of Sample
Company Size. The survey response options presented seven different size
categories from which respondents selected the category most descriptive of the number
of employees at their particular location. The responses are summarized in Table 1. The
modal response, 27 out of 107, was that companies had from 101-200 employees. Only
two companies responded they had more than 1,000 employees. Likewise, only six
companies had fewer than 15 employees. Company size has been determined to be an
influential factor in how organizations hire new employees (Bartram, Lindley, Marshall,
& Foster, 1995; Keenan, 1995; Loehr et al., 1973; Robertson & Makin, 1986; Shackleton
& Newell, 1991; Smith, 1991). Accordingly, many of the following results are
aggregated by company size.
Table 1
Respondent Characteristics by Organization Size

Size
0-15

N

% of Sample

% HR-Related Job Titles

6

5.6

0.0

16-50

24

22.4

8.3

51-100

18

16.8

22.2

101-200

27

25.2

85.2

201-500

15

14.0

93.3

501-1,000

15

14.0

100.0

2

1.9

100.0

1,001 +
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Job Titles of Participants. The individual in charge of hiring new employees was
asked to complete the survey. In an effort to gather information about the scope of
responsibility, each participant was asked to report his or her job title. Of the job titles
reported, 59 out of 107 (55.1%) were titles related to Human Resources, including "H.R.
Manager" and "H.R. Representative." The other 48 job titles reported were not related to
human resource duties and included titles such as "President," "Office Manager," and
"Plant Manager." When respondent job titles are sorted by company size, a trend
emerges. As illustrated in Table 1, the larger the company, the higher the percentage of
those managing the employee selection function that have a job title related to Human
Resources. It is interesting to note that none of the respondents indicated a job title that
specified job duties exclusively dedicated to the selection function.
Respondent Training in Employment Law and Validation Principles. A major
objective of this study was to examine whether or not organizations use selection
procedures that are likely to result in a more valid selection decision and/or compliance
with EEOC Guidelines. Consequently, it was of interest to determine whether or not the
participating organizations when hiring the respondent assessed his/her knowledge in the
areas of employment law and validation principles. Of 106 responses, 42 or 39.3% of the
respondents indicated their organization did assess their knowledge of employment law.
However, only 22 out of 105 respondents or 20.6% indicated their organization
considered knowledge of validation principles when they were hired. To determine
whether or not there was a relationship between organization size and the preemployment assessment of these factors, a Spearman rank correlation coefficient was
computed between the size of the company and the participant's yes or no response to a
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question of whether the company assessed their knowledge of employment law and
validation principles. As illustrated in Table 2, there is a significant relationship; the
larger the company, the more likely that company considered the respondent's knowledge
of employment law and validation principles a factor when the respondent was hired.
Respondents were asked the length of time it had been since they had last
received training in employment law and validation principles. Table 3 presents the
reported length of time since participants had received training in each area. It is
interesting to note that 38.3% of respondents indicated they never received training in
validation principles. Only 15.9% of participants stated they never received training in
employment law. Approximately one-third of the respondents (32.7%) had received
training in employment law within six months of completing the survey.
Number of Employees Hired in 1999. An additional factor of interest was the
number of employees the organization hired in 1999. This number provides an estimate
of the selection volume processed by the organization in a year's time. Table 4 presents
the number of employees hired in 1999 by respondent organizations. The most frequent
number of employees hired in 1999 was only 0-20 employees. It is also of interest that
73.8% of all respondents selected 50 or fewer employees in 1999. To determine if
company size was related to the number of employees hired by the company, a Spearman
rank correlation coefficient was computed. The results indicated that, in fact, the larger
the company, the greater the tendency to hire more employees, rs = .72, p_< .01. Given
this finding, it is not surprising that the majority of companies hired no more than 50
people as 70% of the respondents had 200 or fewer employees.
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Spearman Rank Correlation Coefficients Between Size of Company and Assessment of
Employment Law and Validation Principles

1

Size of Company (N = 106)

2

Employment Law Knowledge (N = 106)

3

Validation Principles Knowledge (N = 105)

Note.

*p < .05 (2-tailed).

1

2

3

-

.449**

.215*

—

.451**

**p < .01 (2-tailed).

Turnover. The employment market has significantly changed in the last few
years. Unemployment is at an all time low and companies are experiencing an increase
in turnover. The Society for Human Resource Management conducted a retention
practices survey of member organizations and found 41% of the respondents reported the
number of voluntary resignations in their organizations rose within the last three years
(Society for Human Resource Management, 2000). Participants in the present study were
asked to report their company's turnover rate for 1999. Table 5 provides a summary of
the reported turnover rates. The vast majority of companies reported relatively low
turnover rates with 72.9% of participants reporting turnover rates ranging from 0-20%.
The Society for Human Resource Management found, on average, 17% of employees
voluntarily resigned from companies participating in their retention survey. This same
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study found the larger the organization, the larger the percentage of voluntary
resignations, with 14% of the workforce resigning in companies with under 100
employees as opposed to 26% of voluntary resignations for organizations with over 5,000
employees. However, in the current study a Spearman rank correlation coefficient
indicated the size of the company was not related to turnover rate, rs = . 16, £L= .107.
Table 3
The Percentage of Participants Indicating the Length of Time Since Receiving Training
in Employment Law and Validation Principles

Time Since Trained

Employment Law

Validation Principles

Never trained

15.9%

38.3%

< 6 Months

32.7%

12.1%

1 Year

29.0%

17.8%

2 Years

10.3%

6.5%

5 Years

1.9%

12.1%

10.3%

11.2%

+ 5 Years

Note. Percentages will not add up to 100% due to rounding up of percentages and
missing data.
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Summary of the Number of Employees Hired in 1999 as Reported by Participants

No. of Employees Hired

Percentage of Sample
( N = 107)

0-20

43.0

21-50

30.8

51-100

11.2

101-200

9.3

201 +

5.6

Satisfaction with the Ability to Hire. Each participant was also asked to indicate
his/her satisfaction with the company's ability to hire. As seen in Table 6, the majority of
companies indicated at least some satisfaction with their hiring ability. However, 23.4%
of companies were dissatisfied with their ability to hire new employees. As with
turnover there was no relationship between the size of the company and satisfaction with
the ability to hire, rs = -.11, p = .263. However, it is of interest that there was a
significant negative relationship between turnover and satisfaction; that is, the higher the
turnover rate reported by participants, the lower the level of satisfaction with the ability
to hire, rs = -.44, p < .01. Thus, those companies who are loosing more employees to
turnover are less satisfied with their ability to replace those workers than are companies
with less turnover.
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1999 Turnover Rates

Turnover Rate

Percentage of Respondents
( N = 107)

0-5%

29.9

6-10%

21.5

11-20%

21.5

21-30%

8.4

31 +%

17.8

Note. Turnover rate equals the number of employees terminated from the company in
1999 divided by the number of people employed by the company in 1999.

Use of Selection Procedures
Another primary objective of this study was to provide a description of the
selection procedures used by organizations to hire new employees. Previous studies
found companies do not use a large number of selection procedures when hiring
employees (Bartram, Lindley, Marshall, & Foster, 1995; Keenan, 1995; Loehr, Arellano,
Levine, Porter, & Posegate, 1973; McEvoy, 1983; Robertson & Makin, 1986; Shackleton
& Newell, 1991; Smith, 1991). Table 7 provides a summary of the selection methods
used by participating organizations. The vast majority of participants used three
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procedures: interviews (98.1%), applications (96.3%), and reference checks (86%). All
other procedures were used by fewer than 16% of the participants.
Consistent with previous research, the most frequently used selection procedures
for all organizations were interviews, application blanks and reference checks. However,
many previous studies found the majority of organizations used only two selection
procedures, interviews and application blanks (Bartram, Lindley, Marshall, & Foster,
1995; Keenan, 1995; Loehr, Arellano, Levine, Porter, & Posegate, 1973; McEvoy, 1983;
Robertson & Makin, 1986; Shackleton & Newell, 1991; Smith, 1991).
Table 6
Satisfaction with Organizations' Ability to Hire New Employees

Level of Satisfaction

% of Respondents
( N = 104)

Very Dissatisfied

4.7%

Dissatisfied

23.4%

Somewhat Satisfied

19.6%

Satisfied

38.3%

Very Satisfied

11.2%

Note. Percentages will not total 100 percent because of missing data.
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Job Analysis
Job analysis is considered to be an integral aspect of the selection process.
Organizations conduct job analyses to gather information about a particular job to be able
to make fundamentally sound decisions regarding the knowledge, skills, and abilities a
candidate must possess to successfully perform the job. Respondents indicated that fewer
than half (44.9%) of the organizations regularly conduct formal job analysis (See Table
8).

Table 7
Frequency of Using Selection Procedures

Selection Procedure

% Using Procedure
( N = 107)

Interviews

98.1%

Applications

96.3%

Weighted Applications

12.1%

Reference Checks

86.0%

Assessment Centers

11.2%

Personality Tests

13.1%

Cognitive Tests

15.9%

Integrity Tests

5.6%
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A Spearman rank correlation coefficient indicated that the size of the company was not
related to the company's reported use of job analysis, rs = .15, p = .134. Participants were
also asked to report the source of job analysis information used by their company.
Organizations reportedly gathered their job information from a variety of sources, as can
be seen in Table 9.
Table 8
Rate of Conducting Formal Job Analysis by Size of Organization

Number of Employees

Yes

No

6

16.7%

83.3%

16-50

24

41.7%

58.3%

51-100

18

33.3%

66.7%

101-200

27

55.6%

44.4%

201-500

15

46.7%

53.3%

501-1000

15

53.3%

46.7%

2

50.0%

50.0%

107

44.9%

55.1%

0-15

1001+
All Participants

Frequency
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Where Organizations Collected Their Job Analysis Information-

Percent Selected

Source of Job-Related Information

( N = 107)
47.7%

Human Resources Department

22.4%

Incumbents

53.3%

Supervisors

42.1%

Managers

42.1%

Visual Inspection of Job

8.4%

Review of research

4.7%

Other

Note. Listing of "Other" sources includes: employee performing job, other local
company surveys, informal process, corporate job analysis, and SHRM job bank.

Affirmative Action Plans
Affirmative Action Plans are generally required by the United States government
for organizations with contracts or subcontracts with the government (Arvey & Faley,
1992). In addition, Affirmative Action Plans can be used as a means of remedying a lack
of minority representation within an organization. This researcher sought to gather
information regarding the use of Affirmative Action Plans and the extent to which they
influence selection decisions. Over half (63.6%) of the respondents claimed to have
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Affirmative Action Plans in their organizations. Although the majority of companies had
Affirmative Action Plans, more than half of those companies indicated they did not base
selection decisions upon the Affirmative Action Plan (55.1%). Furthermore, when asked
how much consideration was given to the company's Affirmative Action Plan when
hiring, 30.8% of participants said no consideration, 45.8% said some consideration, and
only 15% said they considered the Affirmative Action Plan very much when hiring.
Hypothesis 1
Hypothesis 1 predicted larger organizations would utilize a greater number of
selection procedures. Table 10 presents the percentage of companies within each size
category that indicated they used a particular selection procedure. Spearman rank
correlation coefficient indicated there was not a significant relationship between the two
variables rs = .15, p = .127; that is, the size of the company was not related to the number
of selection procedures used by the organization.
Hypothesis 2
Two reported factors influencing the use of selection procedures are the size of
the company (e.g., Bartram, Lindley, Marshall, & Foster, 1995; Keenan, 1995) and the
number of employees selected (e.g., Altink, Roe, & Greuter, 1991; Bartram, Lindley,
Marshall, & Foster, 1995). Hypothesis 2 predicted that the larger the number of
employees hired the more diverse or the greater the number of selection procedures
would be used by the organization. The use of selection procedures by the number of
employees hired in 1999 is presented in Table 11. Again, the three most frequently used
selection procedures across all categories were interviews, application blanks, and
reference checks.
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A Spearman rank correlation coefficient was computed to determine whether or
not a significant relationship existed between the number of selection procedures and the
number of employees hired in 1999. No significant relationship was found between the
two variables, rs = -.08, p = .220. The number of employees hired in 1999 was not
related to the number of selection procedures used by an organization.
Table 10
Use of Selection Procedures By Size of the Organization.

Selection Procedures
N

Int.

App.

W.A. R.C.

A.C.

P.T.

C.T.

I.T.

No. of Employees
0-15

6

100%

83%

17%

67%

0%

17%

17%

0%

16-50

24

96%

92%

13%

83%

8%

8%

17%

13%

51-100

18

94% 100%

17%

83% 11%

17%

11%

6%

101-200

27

100%

96%

4%

93%

4%

19%

11%

7%

201-500

15

100% 100%

20%

87% 13%

13%

20%

0%

501-1000

15

100% 100%

13%

87% 33%

0%

20%

0%

2

100% 100%

0%

50%

50%

0%

1001+

100%

0%

Note. Int.= Interviews, App.= Application Blanks, W.App.= Weighted Application
Blanks, R.C.= Reference Checks, A.C.= Assessment Centers, P.T.= Personality Tests,
C.T .= Cognitive Tests, I.T.= Integrity Tests. Percentages were rounded up.

47
Table 11
Use of Selection Procedures as Compared to the Number of Employees Hired in a Year-

Selection Procedures
N

Int. App.

0-20

46

96%

21-50

33

100%

97%

51-100

12

100% 100%

101-200

W.A.R.C. A.C.

P.T.

C.T.

I.T.

7%

15%

15%

9%

0% 91%

18%

9%

15%

6%

0% 67%

17%

25%

25%

0%

10

100% 100% 10% 90%

0%

0%

10%

0%

6

98% 100% 17% 83%

17%

17%

17%

0%

No. of Employees Hired

201+

94% 24% 87%

Note. Int.= Interviews, App.= Application Blanks, W.App.= Weighted Application
Blanks, R.C.= Reference Checks, A.C.= Assessment Centers, P.T.= Personality Tests,
C.T.= Cognitive Tests, I.T.= Integrity Tests. Percentages were rounded up.

Hypothesis 3
The use of valid selection procedures increased the likelihood the hiring decision
will result in successful job performance. There are a number of ways to increase the
validity of selection procedures including possessing job-related information gathered by
formal job analyses, the assessment of a candidate with selection instruments, and
providing training to individuals participating in the selection process. Participants in
this study were asked a series of questions about how the selection methods used were
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implemented. Each of these questions targeted factors that are likely to increase the
validity of selection decisions.
In order to quantify the organization's tendency to engage in activities that are
likely to produce more valid selection decisions, a numerical "validity index" was
created. Participants were asked to answer only the questions for those selection
procedures used by their organization. Each question required a "Yes" or "No" response.
Items were scored so that an affirmative response indicated the organization engaged in
the activity in a way that tends to increase validity. To compute the "validity index," the
total number of responses that supported the use of a valid selection procedure was
computed. If over half of the responses for a particular method were affirmative, that
procedure was assigned a value of one. If half or fewer than half of the responses for a
selection method supported the use of valid selection decision, that procedure was
assigned a value of zero. A mean "validity index" was calculated for each selection
procedure across all participants (see Table 12). The mean "validity index" for each
procedure provides an overall indication how organizations conducted each selection
procedure. Values of .51 or higher indicate the organizations tended to conduct those
procedures in a manner which supports a valid selection decision. Selection procedures
with a value of .50 or less indicates the procedure was conducted in a manner that is not
likely to support valid selection decisions.
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Table 11
A Summary of the "Validity Index" Value for All Selection Procedures

Min.

Max.

M

SD

9

0

1

.89

.33

Application Blank

99

0

1

.26

.44

Cognitive Test

15

1

1

1.00

.00

0

1

.60

.49

Selection Procedure

N

Assessment Center

Interview

102

Integrity Test

4

1

1

1.00

.00

Personality Test

9

1

1

1.00

.00

Reference Check

89

0

1

.72

.45

7

0

1

.57

.53

Weighted Application
Blank

Note. The number of organizations indicating they used the selection procedure
presented in this table will be different from Table 7 because some organizations
indicated they used a selection procedure but then did not complete the specific questions
relating to that selection procedure later in the survey.

Three selection procedures were found to have a value of 1.0 — cognitive tests,
integrity tests, and personality tests. The indication is that all organizations using those
three selection procedures reported they implemented the procedures in a manner that
supported a valid selection decision. The procedure with the lowest mean "validity
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index" was the application blank, with a value of .26. All other selection procedures
were found to have values higher than .51, indicating a tendency for organizations to
utilize selection procedures in a manner that supports a valid selection decision.
The tendency to use selection methods which support valid selection decisions
was also examined by organization. The "validity index" for each selection procedure
was summed across the selection procedures used by each company. This total was then
divided by the number of selection procedures used by that organization. This variable,
the "validity indicator," ranging from zero to one, provides an estimate of the overall
tendency of an organization to incorporate those selection procedures that increase the
validity of their selection decisions. A value of .51 was established as the minimum
"validity indicator" value necessary for a company within the sample to be considered as
one that uses selection methods supporting a valid selection decision. Therefore, all
participating companies were either considered to use selection methods which support
valid selection decisions or were considered not to use selection methods which support
valid selection decisions. Across all organizations the mean "validity indicator" value
was .56, indicating a tendency towards using valid selection procedures (see Table 13).
There were 12 organizations that failed to have any responses supporting the use of a
valid selection procedure and 18 organizations responding to all questions in a manner
supporting the use of valid selection decisions. The modal "validity indicator" value was
.67. In all 49.5% of all respondents had a "validity indicator" score of .50 or less, and
50.5%) had a "validity indicator" score of .60 or higher.
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Table 11
Summary of the Frequency and Percentage of the "Validity Indicator" Score Across All
Participants

Validity Indicator

N

Percentage of Participants

.00

12

11.2

.25

3

2.8

.33

16

15.0

.40

2

1.9

.50

20

18.7

.60

2

1.9

.67

25

23.4

.75

6

5.6

.80

3

2.8

1.00

18

16.8

Note.

The minimum value of the "validity indicator" is .00, the maximum value is 1.00,

and the mean "validity indicator" score across all organizations is .56 (SD = .29).

The size of the company may influence how organizations hire new employees.
Hypothesis 3 predicted larger organizations more so than smaller organizations would
conduct their selection procedures in a way that would produce more valid selection
decisions. To test this hypothesis, a Spearman rank correlation coefficient was computed
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between the size of the company and the "validity indicator" variable. There was no
significant relationship between these two variables, rs = .12, p = .229.
Hypothesis 4
An additional factor that influences the manner in which new employees are
selected is the number of employees hired by an organization (Robertson & Makin,
1986). Hypothesis 4 predicted that the more employees hired by an organization, the
more likely it is that organization would utilize valid selection procedures. To test this
relationship a Spearman rank correlation coefficient was computed. No significant
relationship was found between the number of employees hired and the tendency to
incorporate selection procedures which tend to produce more valid selection procedures
(i.e., "validity indicator" variable), rs = .11, p = .253.
Hypothesis 5
The third objective of this study was to investigate the extent to which
organizations incorporate the EEOC Guidelines or are EEO compliant with their
selection procedures. The survey included a series of questions addressing several
important factors in the EEOC Guidelines. These questions ranged from assessing
demographics of the relevant labor market, to conducting validation studies on the
selection procedures, to assessing how well minorities perform on selection procedures.
Table 14 presents each of the questions asked in the survey and the percentage of
organizations that responded "Yes" to each question.

53
Table 11
Responses to Equal Employment Opportunity-Compliant Questions

Summary of Question

Percentage "Yes"

Assess demographics of labor market (N = 107)

47.7

Conducted validation study of selection procedure within 5 years (N = 106)

18.7

Maintain records of applicants by sex, race, and national origin (N = 107)

46.7

Compare composition of employees with composition of workforce (N = 105)

45.8

Train assessors on knowledge, skills, and abilities of job (N = 107)

54.2

Train assessors on stereotypes and prejudices (N = 107)

29.0

Assess rate of minorities and non-minorities hired (N = 107)

40.2

Assess success of minorities completing portions of selection process (N = 106)

11.2

Maintain records of minority performance on selection procedure (N = 107)

14.0

Does company have a written EEO policy (N = 106)

86.9

Maintain information why candidates were not hired (N = 106)

45.8

Determine percentage of minorities at each organizational level (N = 107)

43.9

A slight majority of organizations were found not to maintain demographic information
about the labor market, records of applicants by sex, race, and national origin, and
comparison of employees with the demographics of the available workforce. A large
majority of participants, 80.4%, indicated they had not conducted a validation study
within the last five years. Organizations tended to train employees involved with the
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selection process on the knowledge, skills, and abilities of the job, 54.2%. However, this
training tended not to include common stereotypes and prejudices to minorities. In
addition, organizations tended not to assess the success rate of minorities with their
selection process and specific selection procedures within the process. An overwhelming
majority (86.9%) of organizations participating in the survey reported possessing an
Equal Employment Opportunity policy. Organizations tended not to maintain
information on why candidates were not hired. And finally, companies included in the
study tended not to assess the minority composition of their workforce by job level to
determine if a representative sample was within each level.
A factor of interest in this study was whether the size of the company had any
influence in the response of participants to these EEO compliant questions. The number
of "Yes" responses to the EEO compliant-related questions was calculated for each
organization. The higher the number the more likely the organization was EEO
Compliant. Table 15 presents a summary of the number of organizations who had 0 to 12
"Yes" responses to the EEO compliant questions. The modal response (16.8%), had only
one "Yes" response to the 12 EEO compliance questions. The mean number of "Yes"
responses across all organizations was 4.84 (SD = 3.38).

55
Table 11
Summary of the Number of "Yes" Responses to EEO-Compliant Questions

N of "Yes" Responses

Percentage of Participants
(N = 107)

0

3.7

1

16.8

2

14.0

3

9.3

4

9.3

5

7.5

6

1.9

7

10.3

8

8.4

9

10.3

10

1.9

11

3.7

12

2.8

Note. The higher the number of "Yes" responses, the greater the likelihood the
organization is EEO Compliant. The mean number of "Yes" responses across all
organizations is 4.84 (SD = 3.38).
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A Pearson product-moment correlation coefficient was computed to determine the
relationship between the size of the company and the number of "Yes" responses for
EEO compliance. There was a significant positive relationship, r = .61, p < .01; the
larger the organization the more likely the organization had a greater number of "Yes"
responses to EEO compliant questions.
Table 16 presents the mean number of "Yes" responses for each size category,
including additional size categories created by collapsing the original size variable to
create three categories: 0 - 5 0 employees, 51 - 200 employees, and > 200 employees.
The additional size categories were calculated to create size variables with approximately
the same number of responses for each category to conduct the next analysis. A one-way
Analysis of Variance (ANOVA) was conducted between the collapsed organization-size
variables and the number of "Yes" responses to EEO compliant questions as the
dependent variable (see Table 17). The ANOVA size of the company accounted for a
significant amount of variance in the number if "Yes" responses to the EEO compliant
questions. A Scheffe post-hoc test indicated that the differences were significant between
all three company size levels, with the larger size categories reporting a significantly
larger mean number of "Yes" responses to EEO compliant questions than the smaller
organizations (see Table 18).
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Table 11
Mean Number of "Yes" Responses by the Size of the Organization

Size
0 - 15

N

M

SD

6

1.00

.63

16-50

24

2.46

2.04

0-50

30

2.17

1.93

51 - 100

18

3.17

2.73

101 - 2 0 0

27

5.96

2.94

51 - 2 0 0

45

4.84

3.15

201 - 5 0 0

15

7.33

2.74

501 - 1,000

15

7.60

2.90

2

5.50

4.95

32

7.34

2.87

1,001 +

>200

Note. The higher the number of "Yes" responses, the greater the likelihood of the
organization to be EEO compliant. The mean number of "Yes" responses across all
participants is 4.84 (SD = 3.38). The size categories separated by lines indicate the
results for the collapsed size categories included in the ANOVA.

58
Table 11
Analysis of Variance for EEO Compliance by the Size of the Company

Sum of Squares

df

Mean Square E

P

26.999

.001

Between Groups

415.00

2

207.50

Within Groups

799.30

104

7.68

1214.30

106

Total

Table 18
Scheffe Post-Hoc Test: Company size and EEO Compliance

Size of Company

Size of Company

M Difference

SE

P

0 - 5 0 Employees

51 200 Employees

-2.68*

.653

.001

> 200 Employees

-5.18*

.705

.001

51 - 200 Employees > 200 Employees

-2.50*

.641

.001

Note.

* = The mean difference is significant at the .05 level.

Hypothesis 6
Hypothesis 6 stated the greater the number of employees hired by an organization
in 1999, the more likely that organization will be EEO compliant. A Pearson product
moment correlation coefficient was calculated between the number of employees hired in
1999 and the number of "Yes" responses to EEO compliant survey questions across all
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organizations. The Pearson product moment correlation coefficient was found to be
significant, r = .44, p < .01, indicating the larger the number of employees hired by an
organization the more "Yes" responses were found to the EEO compliant questions.
The number of employees hired was collapsed into three categories, 0 - 5 0 hired,
51 - 200 hired, and > 200 hired. A one-way ANOVA (number of hires) was conducted
with the number of "Yes" responses to EEO compliant questions as the dependent
variable. The ANOVA indicated the number of employees hired accounted for a
significant amount of variance in the number of "Yes" responses to EEO compliant
questions (see Table 19).
A Scheffe post-hoc test was conducted to identify where there were significant
effects (see Table 20). Results of the post-hoc test found significant mean differences
between organizations hiring 0 to 50 employees in 1999 and organizations hiring 51-200
employees and over 200 employees in 1999. However, there was no significant
difference in the means between organizations hiring 51-200 employees and over 200
employees in 1999.
Table 19
Analysis of Variance for EEO Compliance by the Number of Employees Hired in 1999

Sum of Squares

df

Mean Square F

P

2

139.78

.001

8.99

Between Groups

279.56

Within Groups

934.7

104

Total

1214.30

106

15.55

Table 20
Scheffe Post-Hoc Test: Number of Employees Hired and EEO Compliance

N Employees Hired

N Employees Hired

M Difference SE

P

0 - 5 0 Employees

51 - 200 Employees

-2.94*

.684

.001

> 200 Employees

-3.57*

.719

.001

> 200 Employees

-.63

.770

.715

51 - 200 Employees

Note.

* = The mean difference is significant at the .05 level.

A Pearson product-moment correlation coefficient was computed to determine
whether organizations that tended to incorporate procedure that produced a more valid
selection decision also tended to have a higher number of "Yes" responses to EEO
compliant questions. A significant relationship was found between the "validity index"
variable and the number of affirmative EEO compliance response variable, r = .19, p <
.05. Organizations that engage in activities likely to increase the validity of their
selection procedures also tend to practice the suggestions given by the Equal
Employment Opportunity Commission.
Discussion
Demographics
The organizations participating in the study tended to be smaller in size, with 70%
of the companies having no more than 200 employees. Had the sample included more
participants from larger organizations, the results may have produced somewhat different
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findings. Only slightly half of the job titles provided by respondents related to the
Human Resources function. Interestingly, none of the job titles, even within the much
larger organizations, contained wording that indicated a subject's primary job function
was the hiring of new employees. The indication may be a trend toward a generalist role
in Human Resources, moving away from Human Resources associates primarily
specializing in one area such as employee selection. In addition, participants from
smaller organizations may be responsible for many different functions such as hiring,
benefits, and employee relations because of the limited number of staff within the
department.
There was a greater tendency for companies to investigate knowledge in
employment law than in validation principles when the participants were hired for their
current position. Perhaps the indication is that organizations tend to be more familiar
with the importance of employment law and may not be as knowledgeable or familiar
with validation principles. Certainly, the fact that only 18.7% of the sample reported
having conducted a validation study over the last five years indicates validation may not
be a top priority for organizations. The size of the company may also have an impact
upon this factor, as both knowledge of employment law and validation principles were
assessed more often in the larger organizations (see Table 3).
When asked how current their knowledge was on each topic, participants tended
to report receiving much more updated training in employment law than in validation
principles, with approximately one-third of the participants having been trained in
employment law within six months of receiving the survey (see Table 4). Furthermore,
nearly 40% of participants reported never having received training in validation
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principles. This factor may certainly influence the finding that few organizations
reported conducting a validation study within the last five years (see Table 14). Perhaps
with the increased amount of employment litigation, organizations perceive employment
law knowledge to be a more valuable resource than validation principles.
Previous studies found the volume of hiring influenced the selection procedures
utilized (Robertson & Makin, 1986; Shackleton & Newell, 1991). The present results
indicated the majority of organizations hired a limited number of new employees in 1999
(see Table 5). Probably the factor with the greatest impact on this variable was the size
of the company, as companies with larger number of employees also hired the greatest
number of employees in 1999 (rs = .72, p_< .01). Thus, with the majority of organizations
within the sample having fewer than 200 employees, one would expect low levels of
employee hiring in 1999.
As previously reported, a significant negative relationship was found between the
reported turnover rate and the reported level of satisfaction with the ability to hire new
employees (rs = -.44, p < .01). With the increasing level of concern with employee
turnover reported in the Society for Human Resource Management's 2000 Retention
Survey this factor would be an interesting one to investigate in future research studies.
Use of Selection Procedures
Participants reported use of selection procedures was similar to the reported use
found in previous studies (Atlink, Roe, & Greuter, 1991; Bartram, Lindley, Marshall, &
Foster, 1995; Blumenfeld, Thurman, & Peterson, 1975; Gill, 1980; Keenan, 1995;
McEvoy, 1983; Robertson & Makin, 1986; Rynes & Boudreau, 1986; Shackleton &
Newell, 1991; Smith, 1991). The majority of companies in this sample reported using
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three selection procedures — interviews, application blanks, and reference checks, as was
found by studies conducted by Keenan and Smith. All other procedures, (i.e., assessment
centers, integrity tests, cognitive tests, weighted application blanks, and personality tests)
were used by fewer than 20% of companies in this study. Some of the previously
conducted studies found aspects such as the size of the company and the number of
employees hired influenced the use of particular selection procedures (Robertson &
Makin, 1986; Shackleton & Newell, 1991). For example, both studies found that larger
organizations tended to use assessment centers more often than smaller organizations.
That finding was not the case in the present study as a Spearman rank correlation
coefficient computed between the size of the organization and use of assessment centers
(rs = .18, p = .061) was not significant. Additionally, Robertson and Makin and
Shackleton and Newell found the number of employees hired affected the reported use of
personality tests. The current study failed to find this relationship as well (rs = -.04, p =
.686). Perhaps an explanation for these findings is the limited amount of larger
organizations included in the sample. If a larger number of organizations had
participated in the study, a greater use of selection procedures such as assessment centers
and personality tests may have been reported.
Hypotheses 1 and 2
Several hypotheses were proposed for the present study concerning how
organizations select new employees. The first and second hypotheses predicted that
larger organizations and those organizations hiring a larger number of employees would
incorporate a more diverse or a larger number of selection procedures within their hiring
program. However the results indicated neither company size nor number of employees
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hired accounted for a significant amount of variance in the number of selection
procedures used. One possible explanation for these findings is that the majority of
companies, regardless of size or the number of employees hired, were found to use a
limited number of selection procedures (see Tables 10 & 11). Again, had the sample
included both larger organizations and companies that hired many more new employees,
the results may have been slightly different. Another possible explanation is that
participants recognize their limited training and background in areas such as validation
principles and understand the importance of this knowledge in conducting selection
procedures such as assessment centers, cognitive tests, personality tests, and integrity
tests. It would be interesting to investigate further the underlying reasons why
organizations do not use particular selection procedures in a future study.
Hypotheses 3 and 4
A second aspect of the hiring process which was investigated was the use of
procedures which help to produce more valid selection decisions. Hypotheses 3 and 4
examined whether the size of the company and the number of employees hired in 1999
had an influence on the tendency of the organization to use methods which increased the
validity of selection procedures. A "validity index" was calculated based upon
participants' responses to specific questions about how the selection procedures were
conducted. Results found neither size of the company nor the number of employees hired
was related to the tendency to use more valid selection procedures. It is interesting that
the application blank had the lowest mean "validity index" (.26). Perhaps finding this
indicates the tendency for organizations to utilize generic application blanks that may or
may not request job-related information from the applicant. In addition, three selection
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procedures (i.e., cognitive tests, personality tests, and integrity tests) had the highest
possible "validity index" score (1.0). These selection procedures tend to be much more
sophisticated in their development and use in the selection context. Therefore, those
organizations that use these selection procedures may have a broad knowledge and
understanding of factors relating to valid hiring procedures.
Table 13 presents the percentage of participating organizations which had various
"validity indicator" values ranging from .00 to 1.0. The largest percentage of participants
(23.4%) had a mean "validity indicator" score of .67, and 50.5% of organizations had a
"validity indicator" score of .60 or higher. This finding certainly indicates a general use
of selection procedures with consideration for their validity. Therefore, a characteristic
other than the size of the company and the number of employees hired in 1999 appears to
influence the tendency to use valid selection procedures. One factor that would be
interesting to investigate in the future is whether the organization is part of a larger
corporation or a subsidiary. An organization may be relatively small in size but owned or
managed by a much larger corporation that has selection procedures already established.
It should be noted that the strength of the "validity indicator" as a gauge of an
organization's tendency to use valid selection procedures is limited to whether the
indicator accurately reflects what it is intended to measure. The questions included in the
survey concerning the use of the selection procedures were developed based on a number
of factors determined to be important in the validity of any selection procedure
(Principles for the Validation and Use of Personnel Selection Procedures, 1987;
Standards for Educational and Psychological Testing, 1985; Uniform Guidelines on
Employee Selection Procedures, 1978). These included the use of job analysis
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information to measure candidates on factors related to the job, the assessment of
candidate performance on selection procedures, and the training provided to candidate
assessors on the selection process. Due to concerns about the length of the survey and
respondent participation, the number of questions were kept to a minimum. It is possible
that additional questions would have more thoroughly assessed participants' selection
procedures.
Hypotheses 5 and 6
The third and final aspect of the hiring process investigated in this study was the
organization's compliance with the Equal Employment Opportunity Commission's 1978
Uniform Guidelines on Employee Selection Procedures. Organizations were asked
several questions which attempted to measure their tendency to use the Uniform
Guidelines recommended practices within their selection procedures. The vast majority
of organizations (86%), indicated they had not conducted a validation study on any
selection procedures within the last five years. Also interesting was the fact that 76% of
organizations reported they did not provide employees involved within the hiring process
training on common stereotypes and prejudices toward minorities. It was hypothesized
that the size of the company would have an influence on the organization's tendency to
be EEO compliant. As predicted, there was a tendency for larger organizations to
indicate they were in compliance with the EEOC Guidelines. This same tendency was
also true of organizations that hired a larger number of employees in 1999. One possible
explanation for this outcome could be that larger companies may have had more
experience with EEOC-related complaints from applicants and thus are more
knowledgeable about the EEOC Guidelines and their importance in the selection process.
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Another possible explanation may stem from the finding that the individual in charge of
hiring new employees is more likely to have a job title related to Human Resources
activities in larger organizations than in smaller ones. These individuals may have more
training and experience with EEOC guidelines.
It should be mentioned that the determination of an organization's ability to
remain in compliance with EEO Guidelines was based upon the participant's responses to
questions concerning their employee selection program. These questions were based
upon recommendations made by the EEOC Guidelines as well as by Arvey and Faley
(1988). Using a survey as the means for collecting this information from the
organizations limits the number of questions one can ask.
A final limitation concerning the manner in which the data was collected with this
study was the use of self-report data. When participants respond to questions about
themselves and their organizations, there is an inherent risk that responses may be biased
as respondents may attempt to present themselves in a more positive light than their
situation warrants. By conducting the survey so that the participants remained
anonymous, it was hoped that they might be encouraged to more accurately reflect their
use of selection procedures.
Implications and Future Research
Given the aforementioned results, some interesting implications as well as
suggestions for future research follow. Out of 107 surveys returned, not one respondent
indicated his/her job title was exclusively dedicated to the selection of new employees.
As the surveys were directed to the individuals in charge of hiring new employees, the
suggestion is that respondents must also have other responsibilities. Certainly, this result
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would be expected from the smaller organizations that often have their employees
performing multiple tasks and assuming many different roles in an organization. For
example, one might find an individual in the finance department of a smaller organization
handling accounts receivable, accounts payable, and payroll functions. However in larger
organizations, typically one or more individuals would perform only one of these
functions. This finding may indicate a trend in Human Resources Departments of
moving away from having one or more employees specializing in a particular aspect of
Human Resources and moving toward more of a generalist role within the department.
This trend may require organizations to invest in more training if associates are asked to
perform new functions, many of which may have serious organizational implications if
performed without regard to regulations and the law.
Another interesting finding is the lack of training, knowledge, and use of
validation principles within this sample. A surprisingly high percentage (38.3%) of
respondents indicated they have never received training on this subject. Of this 38.3%,
approximately 42% of the respondents came from companies with 16-50 employees,
relatively small companies; approximately 20% came from companies with 101-200
employees. The smallest percentage of these respondents indicated they had never
received training in validation principles came from companies with 501-1000
employees. Based on these numbers, it appears that the lack of training is found
primarily within smaller organizations. The basic principles in utilizing valid selection
procedures is an important factor underlying the selection process. Therefore it may be
beneficial to these smaller organizations to receive training in this area.
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An additional result found by the researcher is that organizations continue to use a
limited number of selection procedures to hire new employees, regardless of company
size. Companies appear to be reluctant to incorporate more sophisticated selection
procedures into their hiring process. Assessment centers, cognitive tests, personality
tests, and integrity tests have been found, when properly implemented, to be useful
applicant-screening tools. Perhaps it is the lack of training that prevents these
organizations from investigating the use of these more advanced selection procedures.
As was presented in Table 12, those organizations which utilized the integrity test,
personality test, and cognitive test all had the highest possible "validity index" score.
With a greater understanding of how to properly use these selection procedures, more
organizations would utilize more sophisticated applicant measurement procedures.
Another possible explanation is the limited resources possessed by organizations. More
sophisticated selection procedures require a greater investment by the organization.
The results of this study found that neither the size of the organization nor the
number of employees hired in 1999 had a statistically significant influence on the
tendency for an organization to utilize valid selection procedures. Future research could
investigate other factors that may influence this relationship. The results also revealed
that certain selection procedures tended to include methods supporting the use of a valid
selection procedures more than others. Perhaps future studies could determine what it is
about those selection procedures (i.e., cognitive tests, personality tests, and integrity
tests), that resulted in more valid selection methods.
Results found both larger organizations and organizations who hired more
employees in 1999 tended to be more in compliance with the EEOC Uniform Guidelines
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(1978). Again, the indication may be that the smaller organizations and those who
conduct a lower volume of hiring may not be able to successfully defend their selection
procedures if challenged in a court of law, with the amount of deference given to the
Guidelines by the courts. The suggestion may be a need for additional training in
selection procedures for these organizations. Many of these organizations may have
employees in charge of hiring operations but without formal training on factors such as
the importance of maintaining applicant demographic information, the necessity of
maintaining demographic information about the relevant workforce from which
applicants derive, and other such factors. Future studies could investigate the success of
receiving training in issues relating to EEO Compliance towards defending selection
procedures in a court of law.
This researcher has examined a number of factors in relation to the selection of
new employees. The selection function will become increasingly important as the labor
market remains tight. Companies may find themselves having a more difficult time
finding qualified applicants to fill their vacant jobs while also needing to staff their
organization with employees who are able to successfully perform the job. As a result
they may have to adjust their hiring procedures and incorporate alternate ways to hire
new employees. All of these challenges will be coupled with the threat of possible legal
action should a selection procedure be challenged in a court of law. It is likely the
selection function will remain an important topic in the applied sector for years to come.
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Appendix A
INSTRUCTIONS: Please respond to the following questions about your organization by selecting the appropriate
response. If your organization has multiple locations please respond relative to the location in which you are currently
working. This information will be used to categorize the results of the survey.
DEMOGRAPHICS

1.

How many full time employees are at your manufacturing facility? (Not including temporary or part-time)
•
•
•
•
•
•
•
0-15

16-50

51-100

101-200

201-500

501-1000

1001 +

2.

What is your job title?

3.

When you were hired for your current position, was your knowledge of employment law assessed during
the selection process?

•

•

Yes
4.

No

When you were hired for your current position, was your knowledge of validation principles assessed during
the selection process?

•

•

Yes
5.

No

Approximately how long has it been since you have received training or instruction on employment law?

•

•

Never trained
6.

7.

•

1 Year

•

2 Years

Approximately how many employees were hired in your organization in 1999?

•

•

•

21-50

•

0-5%

•

51-100

101-200

•

•

6-10%

11-20%

•
21-30%

What was the turnover rate* for your location in 1999?

What is your overall satisfaction with your organization's ability to hire new employees?
•
•
•
Very Dissatisfied

•Turnover Rate=

Dissatisfied

Satisfied

+ 5 Year:

•
+ 5 Years

•
201+

•

31+%

•

•

Somewhat Satisfied

Very Satisfied

Total number of employees terminated from the company in 1999
Total number of people employed by the company in 1999

Page 1

•

5 Years

Approximately how long has it been since you have received training or instruction on validation
principles?
•
•
•
•
•
Never trained
< 6 Months
1 Year
2 Years
5 Years

0-20
8.

•

< 6 Months
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INSTRUCTIONS: Please indicate whether your organization utilizes each of the following selection procedures by placing a
check in the "Yes" or "No" box provided. (Each selection procedure is defined below)
DO YOU USE?

USE OF SELECTION PROCEDURES
1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Interviews
Selection method which involves face-to-face interaction between a
representative of a company and a candidate for employment, involving a series of
questions asked by the company representative to assess the candidate as a
potential employee.

[

Application blank
Selection method which requests candidates to provide
information about themselves including personal information, education obtained,
and employment experience for the purpose of selection.

[

Weighted application blank
Selection method very similar to the application
blank except candidate responses to the information requested are scored based
upon how well they match desired characteristics important for successful
performance of the job.

[

Reference checks
Selection method in which candidates provide the
organization with names of individuals who have either a personal or a professional
knowledge of the candidate for the organization to contact.

|

Assessment centers
Selection method which utilizes standardized evaluations
of applicant behavior based upon a variety of exercises developed to place candidates
in situations which are similar to the working environment and elicit characteristics
considered important for successful performance of the job.

[

Personality tests
Selection method which asks a candidate a series of
standardized questions and interprets candidate responses to measure dispositions
related to successful performance of the job.

|

Cognitive tests
Selection method which asks a series of standardized
questions with the purpose of assessing candidate intellectual capabilities
required for successful performance of the job.

[

Integrity tests
Selection method which asks a series of standardized
questions with the purpose of assessing candidate ethical values which help predict
the likelihood a candidate will commit counterproductive behavior, such as stealing,
against the company.

[

Does your organization regularly conduct formal job analyses?
(Investigate and document the worker specifications, procedures performed including
both importance and frequency, environmental characteristics, equipment, tools, or
other resources needed to perform a job)

[

Yes

|

•

Yes

•

No

1

|

•

No

|

No

|

•

Yes

|

•
Yes

•
|

•

Yes

|

|

|

Page 2

|

No

|

No

|

•

|

•

When conducting job analysis, from which sources does your organization gather job-related information?
(Check all that apply)
Human Resources department (i.e. from corporate documents, job descriptions, etc.)
Incumbents
Supervisors
Managers
Visual inspection of the job
Review of research
Other: please specify

•
•
•
•
•
•
•

No

•

•

Yes

|

•

•
Yes

No

•

•
Yes

|

|

•
Yes

No

•

No

•

|
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INSTRUCTIONS: Please read the following questions and answer all questions by placing an "X" in the
appropriate box which best describes the selection procedures used for any/all job types.
DESCRIPTION
1.

OF SELECTION PROGRAM AND

Within the last five years, has your organization assessed the demographic composition of the relevant labor
market from which candidates are selected?
•
•
Yes

2.

3.

4.

5.

•

•

Yes

No

Does your organization maintain an Affirmative Action Plan?

•

•

Yes

No

Does your organization base selection decisions upon the Affirmative Action Plan?

•

•

Yes

No

When making selection decisions, how much consideration is given to maintain your company's Affirmative
Action Plan?

•

7.

•

•

Yes

No

No

Does your organization possess documentation that the employees involved in the selection process of any
job type have gone through training procedures for the purpose of reducing common stereotypes and
prejudices when assessing candidates?
•
•
No

Has your organization assessed the rate at which both minority and non-minority candidates are hired for entrylevel, non-promotional positions?
•
•
Yes

11.

No

Are the employees involved in the selection process for any job type trained on the knowledge, skills, and
abilities that are required to successfully perform the job prior to participating in the selection process?
•
•

Yes
10.

•

Very much considered

Does your organization compare the composition of employees in your company with the demographic
makeup of the available workforce in the appropriate region?
•
•

Yes
9.

•

Some consideration

Does your company maintain records of applicants by sex, race, and national origin?

Yes
8.

No

Within the last five years, has your organization conducted a validation study of the selection procedures for
any job type?

No Consideration
6.

PROCEDURES

No

Does your organization assess whether a significant number of minorities are unable to successfully complete
specific components of the selection process?
•
•
Yes

No
Page 3
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INSTRUCTIONS: Please read the following questions and answer all questions by placing an "X" in the
appropriate box which best describes the selection procedures used for any/all job types.

12.

Does your organization maintain documentation on how well minorities perform on each selection procedure?

•

Yes
13.

Does your organization have a written Equal Employment Opportunity policy?

•
Yes
14.

•
No

Does your organization maintain information which documents why candidates were not selected?

•
Yes
15.

•

No

•
No

Does your organization determine the percentage of minority employees by organizational level?

•
Yes

•
No

PLEASE TURN THE PAGE AND CONTINUE TO COMPLETE THE SUR VEY

THANK YOU!!!!!

Page 3
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INSTRUCTIONS: Please read the statements provided and indicate whether the statement describes the procedures
followed in your organization by placing a check in the "Yes" or "No" box provided. These statements are to reflect the
selection procedures used for any and all entry level positions not acquired through promotion.
SELECTION PRA CTICES

INTERVIEWS
1.

(SKIP TO NEXT PROCEDURE IF YOUR COMPANY DOES NOT USE INTERVIEWS.)

Interviewers ask the same question of all candidates.

|

Yes

|

U
2.

3.

The same number of interviewers conduct interviews for each candidate.

Interviewers conduct interviews in the same setting for all candidates.

1

Yes

|

|

Yes

1

u
u

4.

5.

6.

7.

8.

Yes

|

1

Personal questions or non-job related questions may be asked if an interviewer feels
it can provide useful information.

|

Interviewers may schedule an additional person to either sit in on an interview or
conduct an interview.

1

Yes

1

Interviewers evaluate candidates' responses to each interview question with a
standardized scoring key.

|

Yes

1

Only job-related questions are asked of candidates.

|

U
|

10.

Successful interview candidates are selected based upon the interview evaluation
score.

|

All interviewers are provided training on the importance of asking only job-related
questions, maintaining consistency while conducting interviews, and how to
accurately and reliably evaluate candidate responses.

|

Yes

|

|

No

|

No

|

No

|

U
No

|

No

|

U
|

U
Yes

No

U

U
9.

|

U

U
Yes

No

U

U

u
u

|

U

Interviewers construct their own questions for each candidate based upon the
candidate's experience.

Yes

No

U

|

u

No

|

No

|

•

U

A P P L I C A T I O N BLANK
1.

2.

3.

4.

5.

(SKIP TO NEXT PROCEDURE IF YOUR COMPANY DOES NOT USE
APPLICATION BLANKS.)
All applicants are required to fill out an application blank prior to being considered as
1 Yes 1
u
a candidate for a job opening.
Sometimes candidates proceed through the selection process without filling out an
application blank.

1

Yes

1

Employees involved in the selection process only review candidate application blanks
if they feel they need additional information about a candidate.

|

Yes

|

Candidates are instructed on which sections of the application blank to complete based
upon what information is related to job performance.

1

Yes

u

|

Employees involved in the selection process are instructed on the importance of
consistently evaluating only job-related application blank information.

1

Yes

1

Page 3

U
U

u

No

|

u
No

|

u
No

|

u
No

|

u
No

u

|
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WEIGHTED APPLICATION BLANK

2.

3.

4.

5.

6.

7.

No

All applicants are required to fill out a weighted application blank prior to being
considered as a candidate for a job opening.

1

Sometimes candidates proceed through the selection process without completing a
weighted application blank.

1

Yes

|

No

Employees involved in the selection process review weighted application blanks if
they feel they need additional information about a candidate.

1

Yes

•

|

No

The scoring process for weighted application blanks is based upon how the
information requested on the application is related to successful performance of the
job.

1

Yes

|

Employees involved in the selection process are trained on how to evaluate, score
and interpret the weighted application blank.

1

Yes

|

REFERENCE CHECKS

1.

(SKIP TO N E X T PROCEDURE IF YOUR COMPANY DOES NOT USE
WEIGHTED APPLICATION BLANKS.)
Yes

|

U
U

U

|

u
|

U
|

U
No

|

U
No

|

(SKIP TO NEXT PROCEDURE IF YOUR COMPANY DOES NOT CONDUCT
REFERENCE CHECKS.)

Reference information is collected for all candidates.

|

Yes

u

|

Reference information is collected for a candidate only if additional information is
needed for that individual.

1

Yes

|

When gathering reference information either via telephone or by a mailed request,
all references are asked the same questions about each candidate.

1

Yes

|

All reference questions are limited to job-related information about the candidate.

1

Yes

Each employee involved in gathering reference information may develop questions to
ask of each reference.

1

Yes

Employees evaluate reference information using a standardized scoring key.

1

Employees involved in gathering reference information are trained on how to
seek job-related information and evaluate information generated from references.

U
U
U

1

U

Yes

|

No

|

U
No

|

|

No

|

|

No

U
Yes

No

U

u
u

|

U
|

No

|

u
|

No

|
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ASSESSMENT CENTERS
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(SKIP T O N E X T P R O C E D U R E IF Y O U R C O M P A N Y D O E S N O T USE
A S S E S S M E N T CENTERS.)

1.

2.

3.

The same assessment center exercises are used for each candidate for a particular j o b
opening.

1

Yes

|

If more information about a candidate is desired, that candidate may be asked to
participate in particular assessment center exercises.

1

Yes

|

All assessment center exercises are developed with the purpose of examining

I

Yes

|

The validity of our assessment center exercises is based upon their success at other

6.

Yes

|

Assessors evaluate candidate performance on exercises by carefully observing
their performance and completing a standardized scoring key.

|

Yes

|

Assessors are provided with periodic training on how to conduct exercises and
evaluate candidates' performance on each exercise.

1

PERSONALITY TESTS

No

No

U

No

No

Yes

No

|

u

U

1.

All candidates for a particular j o b opening are given the same personality test (s).

|

Yes

|

^No

2.

All candidates complete the personality test under the same conditions (i.e., room,

|

Yes

[

No

U

The selection of the personality test was based upon the identification of

|

Yes

I T
|

No

•

I T

4.

The validity of the personality test was based upon its success at other organizations
or on information f r o m the test developer rather than an in-house validation study.

|

Yes
U

|

5.

The scoring procedure of the personality test generates a narrative report which
directly relates the candidate's test performance to his/her ability to p e r f o r m the j o b .

|

Yes
n

|

The scoring procedure of the personality test generates numerical scores on

|

Yes

[

No

|

Yes
•

|

No
I T

6.

personality dimensions that must then be interpreted by your organization.
7.

Employees involved in the evaluation of personality test performance are trained on
how to interpret the results as they relate to successful j o b performance.

Pane 7

|

|

u

(SKIP T O N E X T P R O C E D U R E IF Y O U R C O M P A N Y D O E S N O T U S E P E R S O N A L I T Y

personality characteristics required for successful job performance.

|

U

TESTS.)

3.

|

U

U

time limit, instructions provided, etc.)

|

U

u

1

organizations or on information from the developer rather than an in-house validation
study.
5.

u

No

U

job-related factors such as leadership or interpersonal skills.
4.

U

No
T

—

No
r r

IT-^—IT

|
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COGNITIVE TESTS

(SKIP TO THE NEXT PROCEDURE IF YOUR COMPANY DOES N O T USE COGNITIVE TESTS.)

1.

All candidates for a particular job opening are given the same cognitive test (s).

|

Yes

2.

All candidates complete the cognitive test under the same conditions (i.e., room,
time limit, instructions provided, etc.)

L

- o -

|

L

No
n

|

No
•

|

No
•

|

No

•

1

3.

The selection of the cognitive test was based upon the identification of cognitive
characteristics required for successful job performance.

4.

The validity of the cognitive test was based upon its success at other organizations
or on information from the test developer rather than an in-house validation study.

5.

The scoring procedure of the cognitive test generates a narrative report which
directly relates the candidate's test performance to his/her ability to perform the job.

No
•

|

6.

The scoring procedure of the cognitive test generates numerical scores on
cognitive dimensions that must then be interpreted by your organization.

No
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7.

Employees involved in the evaluation of cognitive test performance are trained on
how to interpret the results as they relate to successful job performance.
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INTEGRITY TESTS
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(DO NOT RESPOND IF YOUR COMPANY DOES NOT USE INTEGRITY TESTS.)

1.

All candidates for a particular job opening are given the same integrity test (s).
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2.

All candidates complete the integrity test under the same conditions (i.e., room,
time limit, instructions provided, etc.)
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3.

The selection of the integrity test was based upon the identification of integrity
characteristics required for successful job performance.
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4.

The validity of the integrity test was based upon its success at other organizations
or on information from the test developer rather than an in-house validation study.

No

1

5.
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The scoring procedure of the integrity test generates a narrative report which
directly relates the candidate's test performance to his/her ability to perform the job.

6.

The scoring procedure of the integrity test generates numerical scores on integrity
dimensions that must then be interpreted by your organization.
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7.

Employees involved in the evaluation of integrity test performance are trained on
how to interpret the results as they relate to successful job performance.
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Please provide any comments related to this survey and the study in the space provided below.
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Appendix B
280 H. Miller Road
Glasgow, KY 42141

March 13, 2000

Dear Human Resource Manager:
I am a Human Resource professional currently in the process of completing my Master's Thesis
in Industrial/Organizational psychology. The topic of my thesis is to investigate the manner in
which organizations select new employees.
I am writing to you to ask for your assistance. Your organization was selected from a random
sample of manufacturers belonging to a Chamber of Commerce throughout the Commonwealth
of Kentucky. The letter and survey is intended for the individual within your organization who
supervises the employee selection function. If you are not an individual who performs this
function, please give this packet to an individual within your organization who supervises
employee selection.
A survey has been enclosed with this letter. The survey should take you about 30-45 minutes to
complete. The survey will ask you to provide information about you, your company, and the
selection procedures used by your organization. Please note your responses to this survey will be
confidential. There is nothing on this survey that will identify your organization. Your
participation is completely voluntary and your response will indicate your informed consent to
participate in this study.
Once you are finished, place the completed survey in the enclosed self-addressed stamped
envelope and return it to me. I would greatly appreciate it if you could return the survey to me by
Friday, March 31, 2000.
I believe this is a topic that many of us in the Human Resource field are challenged with due to
the amount of turnover we are experiencing and the type of job market that faces us today. Of
course these two factors will change over time, but the success of personnel selection will always
be an important factor to organizations regardless of the job market. Your participation will
provide valuable information regarding the use of selection procedures in organizations today.
This information will determine the best methods to use in the selection of new employees.
Thank you for your time. If you would like to receive a summary copy of the results, please
enclose a business card with the completed survey or mail separately to the address listed above.
Any concerns or questions regarding this project may be directed to Amy Dumanois, 270-6786200 or my thesis chairperson, Dr. Betsy Shoenfelt, Department of Psychology, Western
Kentucky University, 270-745-4418.

Sincerely,

Amy Dumanois
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B
280 H. Miller Road
Glasgow, KY 42141

September 7, 1999

Dear:
I am currently in the process of completing my Master's Thesis in Industrial/Organizational
psychology. The topic of my thesis is to investigate the manner in which organizations select
new employees. The focus of this investigation centers around three topics; to provide a
description of what types of selection procedures are utilized by organizations, to what extent
organizations utilize procedures within their selection methods which promote validity, and to
what extent organizations utilize procedures within their selection methods which facilitate the
ability to defend the selection procedures in a court of law if so challenged.
To gather my data, I will be sending out a survey to a random sample of manufacturer's in
Kentucky. The reason I am writing to you is to ask for your help. I am looking for some
feedback regarding the survey I have constructed from various local Human Resource
professionals. The type of feedback I am interested in is: (1) How long it takes for you to
complete the survey, (2) How easy it is to read and understand the questions which are asked of
you, and (3) Any suggestions you may have regarding the study or survey.
Specifically, it would be greatly appreciated if you could complete the survey, indicate on the
comments section on the last page of the survey how much time it took for you to complete the
survey, indicate which questions may be confusing or not clear, and provide any suggestions you
may feel could improve the survey and/or study. Once this is completed, you can mail the survey
back to me in the self-addressed, stamped envelope provided.
I believe this is a topic that many of us in the Human Resource field are challenged with due to
the amount of turnover we are experiencing and the type of job market that faces us today. Of
course these two factors will change over time, but the success of personnel selection will always
be an important factor to organizations regardless of what type of job market is present.
I appreciate your time and consideration. If you are interested in receiving a copy of the
summary results of my study, please indicate so at the end of the survey.
Sincerely,

Amy Dumanois
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March 13, 2000
For those of you who have responded to the recent survey concerning the selection procedures used by
your organization, thank you for your participation. Your response provides very important information
for my study, which is investigating the selection practices used to select new employees of companies
much like yours.
If you have not responded, please complete the survey and return with the self-addressed, stamped
envelope, which was sent with the survey. With the recent trends of high turnover and low
unemployment rates, companies have become even more concerned with the selection practices used.
Your response is very important to this study.
If you have misplaced the survey and would like an additional copy to complete, please call me at 270678-7483.
Again, thank you for your cooperation!
Amy Dumanois
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May 1,2000

Dear Human Resource Manager:
Enclosed in this envelope is a survey on hiring practices. The survey is being conducted
by Amy Dumanois as part of the requirements for completing her master's degree in
Industrial/-Organizational Psychology at Western Kentucky University. Your
organization was selected to participate in this study as part of a random sample of
manufacturers belonging to the Chamber of Commerce throughout the Commonwealth of
Kentucky. This letter and materials are for the individual within your organization
who performs the employee selection function.
This is the second mailing of this survey. Just under half of the human resource
managers responded to the original survey in February. We are very appreciative of
those who took the time to complete the survey. However, to ensure that the results are
truly representative of manufacturing organizations in Kentucky (and for Amy to
complete her degree :-), we need a higher response rate. Thus, we are asking those of
you that did not complete the original survey to please complete the survey at this time.
Because responses are anonymous, we have no way of knowing who has/has not returned
a survey. Thus, the survey was mailed a second time to all human resource managers in
the sample.
If you have already completed and returned this survey, we thank you very much.
Please do not fill out the survey a second time.
This survey deals with employee selection procedures used in manufacturing
organizations, a topic that is important to all companies. It will likely take you 30 to 45
minutes to complete the survey. If you would like to receive a copy of the results of the
survey, please enclose a business card with the completed survey or mail one separately
to the return address.
Please complete the survey and return it in the enclosed envelope by May 16, 2000.
Thank you very much for your participation in this important project. Any questions
about this project may be directed to either:

Amy Dumanois
280 H. Miller Road
Glasgow, KY 42141
270-678-6200
dumanois@scrtc.com

Dr. Betsy Shoenfelt
Department of Psychology, WKU
Bowling Green, KY 42101
270-745-4418
betsy. shoenfelt@wku. edu
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